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WEUTRA-TONE 
GRAN 


Fos pictures of “Y and E” steel 
office equipment, write for book- 
let No. 4002-487. There is a “Y 
and E” representative in your 
community. Call him for help in 
planning an effective office. 


“This man knows how to work” 


“Joe Martin had called on me several times asking for some of our business. 
Today I called on him to see what sort of an outfit he had. I was impressed. 
His office had an air of quiet efficiency. It was pleasant to look at too. 
This man knows how to work . . . how to get things done,” I thought 

Joe's office helped him make a sale that day—it will help him many 
more times because, like a well made suit, it shows Joe at his best. 

Your office can help you to greater success—if you plan it with care. 
“Y and E” office equipment is designed and made to fit an office that 
expresses success. It is efficient to use and pleasant to look at. 


| Also Makers of Quality Filing Systems and Supplies 
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"He must think | have four hands l 


YOU DON’T NEED FOUR HANDS! 
JUST USE THE DUPLICATOR! 


One typist can literally do the work, not of four but of ten, 
when it comes to turning out multiple copies in a hurry, if she 
uses the office duplicator. And, when she uses Hammermill 
Duplicator paper, only one typing, only one checking is nec- 
essary. Every copy will be clear, sharp, easy to read. 

Hammermill Duplicator works smoothly and speedily on 
either spirit or gelatin machines. It comes in white and six dis- 
tinctive colors with envelopes to match. 

Test Hammermill Duplicator in your own office, at no expense. 
Just send the coupon below. 


100-SHEET TEST PACKET OF 


PREE: HAMMERMILL DUPLICATOR 


... with Master Paper Samples! Send the Coupon Now! 
- —_—_—_————i—_—— ae 


Hammermill Paper Company 
1471 East Lake Road, Erie, Pennsylvania 


Please send me—FREE—the 100-sheet Test Packet and 
a sample book of Hammermill Duplicator. (Check here © if 
you'd like a copy of ‘‘Duplicator Facts,” idea-book that helps 
you get the best out of your duplicator equipment.) 


HAMMERMILL - 


DUPLICATOR 


FOR SPIRIT AND GELATIN MACHINES 


Name 


(Please attach to, or write on, your business letterhead) 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
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A BIG ANSWER 
to a little girl's problem 


r. you employ girls for clerical or sten- 
ographic work you will make them 
happier, healthier and more efficient by 
furnishing them with Goodform Alumi- 
num Posture Chairs No. 2123. These 
chairs have five adjustments which en- 
able them to be quickly fitted to each 
individual so as to provide correct seated 
posture and genuine working comfort. 
Made of aluminum and upholstered with 
foam rubber they are good looking and 
represent a lifetime investment in good 
seating. No splinters and no torn nylons 
either. They reduce fatigue, improve 
morale, increase productivity and pro- 
mote health. Try one in your own office 


for 10 days without obligation. Write 
The General Fireproofing Co., Dept. 
M-21 Youngstown 1, Ohio, for a booklet 
on Goodform Office Seating and the 
location of our nearest branch or dealer. 


=S— 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


Copyright 1950—The General Fireproofing Company 


’ ment. contributes more to a 
_ worker’s productivity than the 
chair on which she sits. Take 
these outstanding features of 


Goodform No. 2123 as your - | 


yardstick when you measure 
office chairs: 


1. Five simple controls adjust to 
user: (1) raise or lower back; 
(2) move back forward or back- 
ward; (3) regulate angle of 
backrest; (4) regulate tilting of 
back;- (5) raise or lower seat. 


2. Welded, heat-treated alumi- 

num frame will not dent, bend or 

break. Cannot split, splinter or 
_ warp. 


: 3. Satin-smooth, anodized finish 

never tarnishes. Washing with 
soap and water keeps clean and 
parkling. 


4. Foam rubber cushioning on 
seat and back is resilient, cool, 
comfortable. Retains shape and 
springiness permanently, 


5. Upholstery of buyer's choico— 
all-wool Bedford cloth or modern 
plastic-coated fabric. Wide selec- 
tion of colors. 


6. Rugged chair irons designed 
specially for Goodform. Four of 
five adjustments controlled by iron. 


7. Top-bearing casters with hard 
or soft rubber wheels. Sockets 
rigidly molded into base, guaran- 
teed to hold casters. 


8. Pays for itself. Prorated li: 
time cost is under 2¢ a day. 


No single piece of office equip- — | 


lessening of fatigue and the added 


comfort of this chair not only re- 

duce absenteeism but actually lead 

typists to work more minutes per 

hour. The typing of one addi- __ 

tional letter a day will pay for the _ 
chair within two years. A 57% in- 
_, €rease in a worker's productivity 
pays for it in six months. 


i ae es te ye gee 
P22 5 ai bs 


"Sitting Pretty’"'—Compare this Goodform point 
by point with any other stenographer’s chair 
on the market and see for yourself why it's the 
best buy for your company, too. Write us re- 
garding ashowing of our sound movie,"Sitting 


Pretty", which tells the whole story of the 
2123 chair. . 
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Office 
Management 


SEPTEMBER 
Volume 11 


1950 
No. 9 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


Effect of War 


THE BRIDGE pictured on the cover 
of this issue may well be called one 
of the delayed effects of the last war. 

Workmen are shown finishing this 
steel, aluminum, and Plexiglas span 
linking the g2nd floor of the Salmon 
Tower, 11 West 42nd St., New York, 
with the 2egrd floor of the adjoining 
building at 500 Fifth Ave., bringing 
together two floors of offices which 
Electrolux Corporation has in each 
building. 

Electrolux moved into 500 Fifth 
Ave. in 1931, where it now occupies 
all of the egrd and 24th floors. Need- 
ing more space and unable to get it 
in the same building in the war and 
postwar years, the company began 
leasing in 1947 in the Salmon Tower, 
where it now has the gist and 22nd 
floors. 

The Walter J. Salmon interests, 
owner of both buildings, found itself 
still unable this year to help its ten- 
ant concentrate its offices in either 
of the two structures, and a bridge 
was decided upon. Designed by Jos- 
eph Kleinberger, Salmon architect, it 
was assembled by Drier Structural 
Steel Co. 


Member of Audit 
Bureau of Circulations 
Member of 
Associated Business Papers 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas 
V. Murphy, Editor; Hugh Ward, Advertising Di- 
rector; John M. Smythe, Mid-West Manager; 
Heskett K. Darby, Raffaela Pastore, Alistair P. 
Masson, Associate Editors. 

Advertising Staff, New York: Jas. E. Neary, Jr., 
Eastern Manager; Fred Steinhilber, William H. 
Hasbrouck, Jr., Charles B. Rosengren, Bernard 
E. Neary, Circulation: M. T. Weeks, Manager. 
Production Department: James V. Quirk, - 
ager; Milton Sharon. Art Director: Joseph 
Hochfeld. 


Shadow of the Machine . 


by Harry H. Fite 


Adding With Rhythm ... 


Office in Transition 
by Kimball Darby 


If Filing Costs Too Much 
by I. J. Berni 


New Things in the News 
Tools of the Office 


ee ee 


Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 2-9677), Meade & Co., E. P. Meade, 
Mgr., A. C. Kretschmar; Chicago 1, 228 North 
LaSalle St. State 2-2911), John M. Smythe, 
Tom Bulger, Earl J. Lasworth; Los Angeles 5, 
2506 W. 8th St. (Dunkirk 7-6149), Chris Dun- 
kle & Associates; Editorial Representative: J. 
Richard Iander; San Francisco 5, 681 Market 
Street (Douglas 2-2597), Alexander Rattray; St. 
Louis 1, 411 North Tenth St. (Chestnut 1965), 
James R. Wright; Dallas 6, 5241 Bonita Avenue 
(Taylor 0888), Francis Burt; Denver 3, 1118 
Washington St. (Main 8355), Ray Thierer. 


Methods Men in Washington 


Light for the Factory Office 
Awards Announced Next Month 


New Home for Mutual Life 


What’s Involved in Working to Music? 
From France—a Super-Desk 


In this Issue 


Published monthly by 
ANDREW GEYER, INC. 
212 Fifth Avenue, New York 10 


Murray Hill 9-4411 


Established 1877 


Subscription: $3 a year in United States and its 
possessions, Canada, Central and South America. 
Other countries, $5 a year ($9, two years). 
Single copies, 35c. Copyright 1950 by Andrew 
Geyer, Inc.; all rights reserved. Also publisher 
of Geyer’s Topics, Who Makes It and Where, 
The Gift and Art Buyer, and Sports Age. 
Please give sixty days’ notification of any change 
of your address. 

Entered as second class matter September 20, 
1946, at Post Office, New York, under the Act 
of March 3, 1879. 
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BOOKS AND PAMPHLETS 


Office Workers’ Manual is a cleverly 
written 35-page handbook, authored 
by Alexis R. Wiren, director of meth- 
ods and planning, group department, 
the Equitable Life Assurance Society 
of the United States. 

In his introduction, the author says 
“Whether you are a young man who 
is starting on a life-long career, or a 
young woman who intends to spend a 
few years at work until she gets mar- 
ried, you naturally want to progress as 
rapidly as possible in earning power 
and job responsibility. Your progress 
will depend primarily upon your own 
efforts. But you will be helped along 
to success if you are made aware of 
the type of action on your part which 
will tend to add to the speed of your 
advancement, and warned about others 


which may hinder you. It is the pur- 
pose of this handbook to outline these 
factors.” 

Although the contents of the book- 
let cover a large number of different 


items, there are three principal 
thoughts it carries throughout. To be 
really useful to an enterprise, the 


worker must: be capable of doing the 
work; be thorough and dependable, so 
that others can safely rely on the 
accuracy of your work, and be a 
pleasant person, contributing to the 
friendly goodwill of the entire business 
family. 

The author further points out that 
the usefulness of the material in the 
manual depends largely upon the ex- 
tent to which the reader will be will- 
ing to think it over. 


‘ The New 


—_ new mailMaster saves precious time 
and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip. . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
mone 500 stamps. 
= All-steel construction. Soft gray wrinkle 

‘a finish with chrome trim. Dimensions: 7” 
square; 8144” high. Weight 61% lbs. 
ie Available at Commercial Controls offices in 
“ principal cities—listed in telephone directories. 
"‘ 6 


mail Master 


Opens, Seals, Stamps Mail! 


Only "S27. 


COMMERCIAL CONTROLS CORPORATION 
Dept. OM, Rochester 2, N.Y. 
O Send literature and name of my nearest 
representative. 
O We would like a demonstration. 
© Send mailMasters and bill us. 


| 

| 

| 

! 

| 

| ($52.50 each, plus federal and local taxes 
| F.0.B. Rochester). 
! 

I 

| 
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NAME 
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OFFICE MANAGEMENT AND EQUIPMENT 


Amusingly illustrated and written in 
a light but informative style, the 
booklet devotes its pages to such 
vital information as the start of the 
job; relations with fellow workers; 
good work habits; new methods; the 
problems of the boss; thoroughness, 
and many other subjects that the ad- 
vanced worker as well as the beginner 
should know. 

Published by the Bureau of Busi- 
ness Practice, Inc., New London, 
Conn., the manual is priced at 25 cents 
each, with special discounts allowed 
for quantity purchases. 


How To Simplify Your Files and 
Filing Systems is the subject of a new 
40-page booklet released by Reming- 
ton Rand, Inc., 315 Fourth Ave., 
New York. This booklet is based on 
the premise that many time-saving, 
work-saving filing techniques are often 
unknown to the average file clerk. 

Pointing out that filing is really 
quite simple, the booklet charts the 
life cycle of a file, beginning with the 
origin of a record, whether internal 
or external, then progressing through 
indexing, the file housing and protec- 
tion, and charge-out, to the retention 
or transfer of the record, including the 
use of modern microfilming equip- 
ment. 

Emphasis is on the simplicity and 
convenience of accurate filing con- 
ducted with adequate filing systems. 
It outlines the essence of scientific fil- 
ing detailing the various ways and 
means of finding filed material and 
even devotes a full page to the prob- 
lem of the proper spelling of names. 

The booklet, which is available by 
writing Frank J. Hastings at the above 
address, will be used the corner- 
stone of the company’s educational 
efforts. 


as 


Recommended Practice of Office 
Lighting is the title of a 47-page book- 
let which contains the report of the 
office lighting committee of the Illumi- 
nating Engineering Society, 51 Madi- 
son Ave., New York. It is priced at 50 
cents per copy. 

In the booklet’s forward, the authors 
say “The purpose of lighting is to pro- 
vide efficient and comfortable seeing 
as an aid to-office operation and the 
conservation of vision. It is important, 
therefore, to analyze the controllable 
factors which contribute to seeing: the 
task, the lighting, and the environ- 
ment. While in practice these factors 
are closely interrelated, they are, for 
practical considerations, individually 
treated in this publication.” 

This valuable aid to better office 
lighting and working conditions, can 
be obtained by writing to the Society 
direct, at the address given above. 

(To page 8) 
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No. 4815% 


FINEST AND MOST COMFORTABLE ALL- 
FOAM-RUBBER EXECUTIVE POSTURE CHAIR 
EVER BUILT. ‘ Write for brochure and nearest dealer. 
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134 Years Leadership in the Building of Quality pe 
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Don’t let 


Mosler Insulated Record Con- 
tainers combine the convenience 
of a file with the protection of a 
safe. Available in 2, 3,or4 drawer 
heights, letter or legal width— 
wide variety of finishes. 


Largest Builders of Safes 
and Vaults in the World 


cost you your job! 


A FLASH OFFICE FIRE... VITAL RECORDS 
SURNED TO A CRISP, IN SECONDS... 


Tough luck for the person-in-charge-of-records who didn't know these facts: 


Ordinary wooden or metal files can’t be trusted to protect 
any vital records against fire. Temperatures above 350°F. 
—common even in a flash fire—cremate papers instantly 
without exposure to flame .. . 


Suppose your company’s records burned!—could you 
furnish sufficient proof of loss to collect on fire insur- 
ance? More important, could you duplicate all the 
records your company must have to stay in business? 
Remember: Some of the most disastrous fires have 
occurred in fireproof buildings. And 43 out of 100 firms 
that lose their records in fire, never reopen. So don’t 
gamble with your company’s future. . . or your own! 


POSITIVE PROTECTION, NOW! Install Mosler 
Insulated Record Containers . . . They provide the con- 
stant, on-the-spot protection of a one-hour 
Underwriters’ Laboratories, Inc., Class C, tested and 
oe safe—plus the convenience of a modern, 
efficient filing system. Insulated receding door locks 
over file drawers . . . seals fire out! Yet, it costs 
so little for this invaluable protection. 

Why take chances? See your Mosler dealer today, 
and be sure! Send for the illustrated booklet, ‘Mosler 
Insulated Record Containers.” 


ge Mosler Safe ¢. 


Main Office: 320 Fifth Avenue 
New York 1, N.Y. 
Dealers in principal cities 
Factories: Hamilton, Ohio 


Since 1848 


| — — — “FILL OUT AND MAIL ee - 
l THe Mosier Sare Co., Department M | 
| 320 Fifth Ave., New York 1, N. Y. 
; ! Please send me: | 
1 OO The new free booklét, “Mosler Insulated Record 
1 Containers.” l 
1 (0 The name of my nearest Mosler Dealer. ] 
l Name l 
| Firm...... | 
| Address pales I 
| City... .. Zone. . State | 
= _—_——| —— ee ee ee ee et a a a a a ca see J 
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BOOKS AND PAMPHLETS 


How To Increase Profitable Sales is 
the title of a new 26-page booklet pub- 
lished by Remington Rand. It is avail- 
able from the management controls di- 
vision, specifying booklet KD 524. 

Based on 30 years experience of the 
Remington Rand organization in de- 
veloping sales administrative systems 
and procedures, this booklet details 
how machines and systems may be 
utilized to compile sales analysis facts 
and utilize them for checking sales 
by individual accounts, by prospects, 
by salesmen, and by territory. 

An Automatic Computing Chart is 
included which graphically signals 
percentage of sales against quota for 
individual accounts without any 
mental or machine computation, and 
permits calculation of performance on 
“last 12 months” basis instead of the 
conventional year to date basis. 


Suffolk’s Guide to the Mails by Roy 
L. Pepperburg, tells in its 78 pages, all 
the hints, shortcuts, rules, laws and 
regulations the business organization 
should know about postal regulations. 

Published by Suffolk Publications, 
Greenlawn, N. Y., the Guide features 
a reference rate and index key as well 
as a business index. 

In addition to specifying more than 
one hundred tips on how to save 
money and time in handling every 
type of mail, the book discusses spe- 
cial services on all postal matters and 
provides many additions which have 
been incorporated into the postal laws 
and regulations of the Post Office 
Department. 

As the author points out, “During 
the present unsettled conditions the 
need for current, accurate, concise 
postal information is urgent.” 


The Guide (domestic edition) is $2. 


CATALOGS 


Safeguard Corp., Lansdale, Pa., has 
recently released a catalog informa- 
tional bulletin on their Room Air- 
Humidifier. The bulletin gives full 
details on the unit's operation and ad- 
vantages. 

The Safeguard humidifiers, occupy- 
ing 4% x 12% x 8% inches of space 
are designed to function in any place, 
but action is increased when placed 
on radiators or in front of heat duct 
outlets. 


The bulletin will be sent to anyone 
requesting same on a postal card. 


A bulletin which describes a new re- 
placeable type air filter, AMER-glas, 
is available trom the manufacturer, the 
American Air Filter Co., 125 Central 
Ave., Louisville, Ky. The bulletin is 
identified as number 211, and is free. 


The filter described in the brochure 
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Independent laboratory tests prove 
Goodall Casement Fabrics equal or superior 
to any other known window interior covering 


Yes, independent laboratory tests proved that Goodall Mohair 
Casements aided air-conditioning systems by reducing the air- 

conditioning load to a minimum. A vital factor in keeping build- 
ings cooler in summer and warm in winter. 


Goodall Casement Curtains 


are Blended-for-Perfounance 


© Dust Repellent © Won't Sag or Stretch 

e Washable or Dry Cleanable ¢ Wrinkle Resistant 

e Sun Resistant e Available in a wide range of colors 
¢ Only Quality Dyes Used and textures 


¢ Sound Absorbing 


(Subsidiary, Goodall-Sanford, Inc.) 


are used exclusively in new 
JOHN HANCOCK OFFICE BUILDING 


New building and typical offices of The John 
Hancock Mutual Life insurance Company, 
Boston, Mass., showing Goodall Mohair 
Casement curtains in use. Of course, Goodall 
woven upholsteries and plastic upholstery 
fabrics were also used in this building. 


Cram and Ferguson, Architects & Engineers 
Turner Construction Company, Builders 

1350 windows in this huge, modern, air-condi- 
tioned building were to be covered with the most 
efficient and most attractive window coverings 
obtainable. After careful investigation, Goodall 
Mohair Casements were chosen for their beauty, 
utility, durability and easy maintenance . . . and 
because of their greater ability to reflect the 
sun’s rays. 
Made by the world’s largest manufacturer of 
casements that contain mohair and scientifically 
Blended-for-Performance by the exclusive Goodall 
process...these beautiful translucent fabrics 
offer every advantage of easy maintenance. They 
require almost no care while hanging... a 
minimum of cleaning...will not stretch or sag... 
are preferred in office buildings, banks, institu- 
tions and homes across the country. 
tVariable blend of mohair, cotton and rayon. 


©1950, Goodall Fabrics, Inc. Sole Makers of World-Famous PALM BEACH* Cloth *Registered Trade Mork 


GOODALL FABRICS, INC. NEW YORK + BOSTON * CHICAGO «+ DETROIT » SAN FRANCISCO + LOS ANGELES 
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Built With An Interest In Tomorrow... 


Which costs more, the desk or the typewriter? Believe it or not. 
probably the typewriter, yet this Security CRESTLINE Desk 
will last you a lifetime. Full steel construction plus an ingenious 
tension-balance typewriter mechanism makes this desk a secre- 
tary’s delight and a purchasing man’s dream come true. Trouble- 
‘vans free operation and a factory fresh appearance that will last and 
P. last make Security’s CRESTLINE a purchase for today and 
x many, many tomorrows. 


>. For an individual unit or a complete office installation . . . look 
fae first to the finest . . . to Security CRESTLINE. 


MTPL-60 CRESTLINE Secretarial Desk 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 
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is made in all standard sizes for forced 
air heating, ventilating, and air con- 
ditioning systems. 

The filtering media consists of con- 
tinuous strands of glass filaments held 
together at each point of contact by a 
high-temperature plastic bond to form 
a resilient pad which is placed in a 
fiberboard casing between metal grills. 


MOBILE SHOWCASE FOR G-E 

The “More Power to America Spe- 
cial,” the General Electric Co.’s mobile 
showcase of electric products for in- 
dustry, will head west from Schenec- 
tady, N. Y., soon, on the second lap 
of its nationwide tour. 

The ten-car exhibit train will visit 
29 key Midwestern industrial centers 
this fall, according to the company, 
during which time, as estimated 35,000 
industrial leaders will inspect the large 
exhibits of products and systems for 
producing, distributing, and using elec- 
tric power. 

Attendance will be limited to invited 
representatives of electric utilities, the 
manufacturing and transportation in- 
dustries, the armed forces, Federal 
government, and municipalities. 

“By the end of its trip across the 
country in 1951,” the company stated, 
“the streamliner will have visited 150 
industry centers and been inspected by 
approximately 200,000 leaders of indus- 
try.” 


MECHANICAL RECORDING FOR 
BUSINESS 


A modified use of punched cards 
which makes the basic features of 
mechanical recording available for 
small business has been devised by 
Remington Rand, Inc., 315 Fourth 
Ave., New York, through development 
of a “Record Sort” system, according 
to a recent company announcement. 

The “Record Sort” can be used for 
all kinds of record keeping and sta- 
tistical work, and the punch-cards can 
be automatically sorted at high speed 
and utilized for manual addition on a 
standard adding machine, or proc- 
essed on centralized punched-card ac- 
counting equipment. 

The new system is said to elimi- 
nate costly delays, errors, and waste 
of time inherent in old-fashioned 
methods of keeping records, the 
company says. 

This is of particular importance in 
the case of small industrial plants 
called upon to increase their produc- 
tion as prime and subcontractors un- 
der the country’s expanded national 
defense program. “Not only are ac- 
curate, up-to-date, readily available 
records a first requisite for operation 
under government contracts, but em- 
ployment of the system can relieve 
what will be an_ ever-tightening 
skilled-help situation.” 

The “Record Sort’’ system is com- 
posed of three basic units: a card 
punch machine, sorting machine, and 
adding machine. 

Record keeping procedures are re- 
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Customers go for this sponge-cup at first sight 
— call it & most practical fm. th of its aon 
they’ve ever seen! And they’re right . . . its 
No-Over-Flo feature is outstanding. And its 
two-part construction is designed to provide 
easy, thorough cleaning. 


Along with its efficient usefulness, you get 
good looks . . . for the Sengbusch No-Over-Flo 


This cross-section view shows the 
No-Over-Flo construction details. 


Has surplus water compartment... provides 
added cleanliness and convenience 


— adds to the appearance of any desk. More- 
over, it rests on a built-in rim of rubber that 
prevents sliding or scratching. 


The selling price is only $1.00 complete with 
sponge — subject to your regular trade discount. 


Stock up now on this revolutionary, new 
sponge cup. We'll include a supply of blotter 


Sponge Cup is made of beautiful, lustrous plastic NOF-1 with your imprint. 


See URL LODE LR GtEn 190 Sengbusch Bldg. * Milwaukee 3, Wis. | 


KEE |x, 


EE ECTRIC 
Sapam KOEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


ELECTRIG © 
TYPEWRITERS 


L.. (Kesher: oe 
é is praia set acs ie pela cea 


ae 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 
cially made for the above machines then coated with a New 
Scientific coating for wear and cleanliness. 


ee: ai 


Zc 


The Combination gives a perfect sheet of Carbon for this extra a 
hard use. The percentage of saving is surprising. Send for | Kee Lox Mfg. Co. | 


samples. No obligation whatever. Rochester 1, N. Y., U. S. A. | 
Yes, Please send Free Samples. No obligation. 
Kee Lox Manufacturing Co. PN PTR ie ESTE | 
Rochester 1, N. Y., U. S. A. DING odtits <5 soc. -1saniets wnipssoden sieberiana | 
Branches in Most Cities IE <5 gcc wxcinwansoust tae ee eae owl arertieeane | 
A Few Districts in Foreign Countries Still Open | ESR eS PE HEME Cre OP eT See Fee eT eT rr. 
for Exclusive Distribution. " | 
| NR oo ncn canaries ger vase ght eed okaegcageort ohne 
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Western 
Electric 
ompany 


Great NAMES IN INDUSTRY 


Greal DESK EQUIPMENT 


They go hand in hand. The quality of Morris desk equipment has 
been judged—and established—by efficient executives and by 
discriminating buyers. That's why those that know use Morris. 


Many famous users of these 


sets, have their seals or 
emblems imprinted in gold 


ORRIS DESK EQUIPMENT 


“StU leada the field ” 


| O- DAY & 6 & - T ue ‘ A L These have made Morris desk equipment 
the choice of exacting business men. 
Plas A SPECIAL BONUS 


For those that have never experienced 

the utmost in smooth, writing efficiency— 
call Order one or as many as you like take advantage of the 10 DAY FREE 
TRIAL OFFER. There is no obligation, 
we just want you to know how comfort- 
able long hours of writing can be with 
these streamlined, smart appearing, bal- 
anced writing implements. The equip- 
ment that was designed to meet every 
requirement of the executive or the rou- 
tine worker. 


MORRIS FOUNTAIN PENS — 5 different and 
quickly replaceable, “thread in,” points. A 
point for every purpose. A balanced pen for 
easy writing. Grey, Ebony, Maroon, Green, 
Bronze $2.75. Walnut, Mahogany, Jade $3.50. 


MORRISET — Instantaneous writing. No refill- 
e ing—cannot flood. Holds not one, but two and 
i a half full ownces of ink for longer periods of 
: writing. Same replaceable points, of course. it and, if you‘re not convinced that this is the finest 
Grey, Ebony, Maroon, Green, Bronze, $3.50. writing equipment you've ever used, SIMPLY SEND 
Walnut, Mahogany, Jade $4.50. IT BACK, 


DON’T DELAY — SEND COUPON TODAY! 
You're under no obligation to keep the sets. Just try 


Bert M. Morris Co. 

8651 West Third Street, Los Angeles 48, Calif. 
Please send me_____ fountain pen sets and/or____ 
dip sets. It is understood that I am under no obligation 
if I do not choose to keep them. Your representative 
may call should I decide to keep the sets 


CHOICE OF POINTS: Fine, Extra Fine, Medium, Broad, Stub. a 


oi ENGRAVED MEMO PAD FREE! 


On each 12 units ordered you 
receive our gift of this ultra- 
smart memo pad and engraved 


Name Se ee 
holder absolutely free. Your ; 
name engraved on the metal Pie 
bar that drops as paper is used. Your name Title Se. ee ee aa Ls 
Paper is readily accessible—yet engraved in Address 
always kept neat. leweler's bronze City = Zone ._ State 
Color desired point desired = SE 
BERT M ORRISC 8651 West Third Street Name of Stationer — 
S e 
BERT M. /jorRis co. Los Angeles 48, California ggg Eee EEE SERRE SERRE 
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1. An exclusive combination of time- 
and-money-saving advantages—never 
before combined on one machine —en- 
ables this new National Accounting 
machine to cut accounting costs so 
sharply that the savings often pay for the 
entire equipment within a year! Savings 
then run on, year after year, as hand- 
some profit. 


2. It also gives more money-making in- 
formation about your business —facts 
most business men have always wanted, 
but many never had. Employee relations 


THE NATIONAL CASH REGISTER COMPANY 


are improved. There’s a saving in station- 


ery costs. Records are up-to-the-minute. 


A small or medium-size business can 
handle ail its accounting on one National 
Multiple-Duty model. Larger concerns 
use batteries of these machines to handle 
specific jobs at minimum cost—and, 
during peak-load periods, shift jobs be- 
tween machines to cut costly overtime. 

Let our representative check your 
accounting set-up, and show you how 
much National Mechanized Accounting 
will save. 


Get this FREE 
20-page booklet 
from our local 
representative, 
or write to the 
Company at 
Dayton 9, Ohio, 


ACCOUNTING MACHINES 


CASH REGISTERS © ADDING MACHINES | 


PP SS SOA we + x CO BAC NA REET RRS PN 
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Here's how to be sure they're not ! 


Ask for free systems survey 
by Ditto business 
engineers ! 


“Even your best employes won't tell you” —because 
they themselves haven’t noticed. Methods that effi- 
ciently handled your Production, Order-Billing, 
Payroll and Purchasing a year ago may not be effi- 
cient today. 

Be sure of freedom from tangles, errors and costly 
lost motion! Use Ditto One-Writing systems! They 
do away with all retyping and copying. They save 
time and money, eliminate mistakes. 

Ask for a free Ditto systems survey of your busi- 
us ness. There’s no obligation. A qualified Ditto busi- 
8 PRODUCTION ness engineer will make an impartial survey and 


2 make definite suggestions. Mail coupon—TODAY! 
PURCHASING 


sa PAYROLL 
‘ ORDER-BILLING I) | | TO 
= Kkk kkk kk kkk kkkk 


Ditto, Incorporated 

2291 W. Harrison St., Chicago 12, Illinois 

oO Without obligating me, please contact me and arrange for 
Free Systems Survey. 

0 Send me specific information about how Ditto can save us 
money in 0 order billing O production O payroll 

O purchasing O time payment O other (specify) 


DITTO, Inc. 
2291 W. Harrison St. 
Chicago 12, Illinois 
In Canada: 
Ditto of Canada, Ltd., 
Toronto, Ontario 


CC ee er 


2 te oe Oe Oe 


* 
14 OFFICE MANAGEMENT AND EQUIPMENT 


duced to five steps. Information, writ- 
ten on special cards, is transcribed 
into the cards on a punch machine, 


| after which they become available for 


use in preparing many kinds of re- 
ports. 

Heart of the system is the sorting 
machine through which cards are 
grouped in the required sequences and, 
if desired, simultaneously counted at 
the rate of 25,200 sorts an hour. 

After the cards are grouped in a 
workable sequence by the sorting ma- 
chine, amounts for each classification 
are added manually on an adding 
machine. This final information, 
totaled and summarized, is then posted 
directly to the proper report form 
and is ready for filling or other dis- 
position. 


KOREAN PORTABLE 
TYPEWRITER READY 


The first “really workable and effi- 
cient machine,” according to Choi, 
Hyon Rai, chairman of the Association 
for Popularization of Kong, Byung 
Woo’s Korean Typewriter, is the new 
portable just produced by the Under- 


| wood Corp., 1 Park Ave., New York. 


Dr. Kong, Byung Woo developed a 
Korean typewriter which won _ the 
highest prizes in the Inventions So- 
ciety and the Scientific Exhibition, 
where its functioning was pronounced 
even more efficient than English type- 
writers. It permits the composite 
Korean “characters” to form them- 
selves automatically as the keys are 
depressed successively without super- 
fluous finger movement. The speed 
with which a given passage may be 
typed is ten times as fast as that of 
writing by hand. 

The Korean alphabet is composed of 
24 consonants and vowels. The for- 
mation of a “character” or syllable, 
unlike English which consists of a 
simple lineal formation, in some 
Korean vowels must be written below 
and some written to the right of the 
consonants. The pachim or end con- 
sonant of a syllable must be written 
under the vowel. Whether the lines 
are formed horizontally or vertically, 
it is necessary to use both horizontal 
and vertical juxtaposition of the let- 
ters. To solve this, Dr. Kong invented 
a double foci system resulting in the 
necessity for the typist to only press 
the keys of successive letters of the 
alphabet as they are written and the 
syllables form automatically without 
extra fingering. 

At the same time, when a syllable 
is completed the machine automatically 
moves forward a space so that it is 
ready for the next syllable. 

The typewriter has only 42 keys, 


| the same as English machines, yet 


operates more efficiently and more 
simply than any other Korean type- 
writer which has ever been developed. 
This includes all the double conso- 
nants, dipthongs, and complex pachims 
necessary. 

Dr. Horace H. Underwood of 
Chosun Christian University, Seoul, 
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| ; 
“TIME IS MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 
‘AND YOU WASTE MUCH TOO MUCH!” WITH STRING AND TWINE ANO GLUE. 
THEN TEX TIPPED SUE TO TEXCEL TAPE “HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / WRAP UP THAT JOB FOR you!” 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
IS WORKING SMOOTH AS HONEY, 
ANO THATS CAUSE TEXCEL TAPE, OF COURSE, 
SAVES TIME, SAVES WORK, SAVES MONEY! 


P ‘OUR OSPENSER IS A BETTER TYPE . i ’ 
7 | )* HAS A STRONGER FRAME AND 


A CANDY STRIPE!” 


"WO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEXCEL DOES THE JOB 
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LL rr NA wee CR Te EE RE ON Ha SON AG BEN Te nes 


CELLOPHANE TAPE ~—@ 
STICKS WITH A TOUCH 


4 INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 
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Fill it once... 
Dip-Less 444 


@ EASY TO CLEAN—EASY TO FILL . 
@ WRITES 300 WORDS AND MORE, WITHOUT REDIPPING ; 


Pap Tl 
wii deh in? 


@ WORLD'S LARGEST SELECTION OF POINT STYLES 
@ INK-LOCKED AGAINST ACCIDENTAL SPILLAGE 


1 10-DAY 
FREE TRIAL 


We want you to know how good a desk pen can be. We want you ‘ 
to experience the writing comfort, ease and efficiency a Dip-Less 
444 can give—in your own office. Thus, this offer. Try one—for | 
ten days—on your own desk—at our risk ! o 


There are absolutely no strings attached—no obligation whatsoever. 


af AMERICA’S FIRST PEN MAKER 
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Desk Pen Set 


@ ALWAYS READY TO WRITE 
@ HOLDS A FULL OUNCE OF INK 
@ CAN'T LEAK—WON'’T FLOOD 
@ PERFECTLY BALANCED PEN 


“Choose The Right Poi 


Single Sets 
$3.75 and $4.25 
(slightly higher in Canade) 
~ Choice of black, 


clear, green, gray, 
or maroon. 


o 


For “lhe Way You Write 


With Dip-Less 444 Desk Pen Sets you have your choice of world- 
famous Esterbrook Points—the world’s largest variety of point 
styles. You can choose the precise point for your kind of writing... . 
for your particular writing job. There are specific points for short- 
hand, bookkeeping, accounting, manifolding—points even for left- 
handed writers! And . . . should you ever damage the point of your 
Dip-Less Pen . . . you can get a new one at any pen counter. You 
can even screw in this new point yourself! 


FREE TRIAL COUPON 


MAIL THIS 


—<_ a ee es ee eee ee ee ee ee ee eee eee ee 


COUPON TODAY 


-- TOGETHER 


WITH YOUR 


LETTERHEAD 


September, 1950 


I I 
1 THE ESTERBROOK PEN COMPANY, " 
| Cooper Street, Camden, N. J. 1 
| Please send me a new Dip-Less 444 Desk Pen Set. It is understood | 
I that I may use the set for 10 days and then return it to you—without i 
on obligation—if I do not care to keep it. If I elect to keep the set it is 
i understood that your representative will call. ; 
i NAME 1 
i FIRM 
I TITLE. i 
1 STREET. 1 
I CITY ZONE_____STATE. I 
NAME OF STATIONER. 
Whee creme eres seers ees es ees ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee 
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A Full Year's Campaign 
at the Cost of a Single Insertion! 


“Gentlemen, let's be realistic. In advertising our office equipment nation- 


ally we are using a list of general business weeklies with excellent 
results. Now let's strengthen this list with 


OFFICE MANAGEMENT and EQUIPMENT 


which is a specialized magazine, edited solely for the executives of the 
nation’s big offices—the men who, directly or indirectly, are responsible 
for the purchase of office equipment and supplies. 


We are now using black and white pages in three weekly magazines at 
a cost of $5490, $2975, and $2280 per insertion (on 13-time rate). I suggest 
we use TWELVE black and white pages in OFFICE MANAGEMENT too. 
The total 12-insertion cost is $2280—a year’s campaign for the cost of one 
insertion (or less) in the general business magazines. 


Of course, it’s an A. B. C. magazine and member of A. B. P. Its publishers, 
have been serving the office equipment industry for nearly three-quarters of 
a century. OFFICE MANAGEMENT & EQUIPMENT belongs on our list!” 


OFFICE MANAGEMENT 
aud Equipment & 


The Office Executive’s Own Magazine 


212 FIFTH AVENUE + NEW YORK 10, W.Y. 


SSNS 


OS 


r ~ ee, ay Aa 
i SCA £F 


L 
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GEYER PUBLICATIONS — Est. 1877 — Publishers of GEYER’S TOPICS, OFFICE MANAGEMENT 
AND EQUIPMENT, THE GIFT AND ART BUYER, SPORTS AGE and Trade Directories. 
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® HERE THEY ARE!! New—distinctive packages for your favorite 
— of Columbia carbon papers and typewriter ribbons. 
ibbon and carbon boxes have been matched both in color and 


design .. . even the carbon sheets have been pleasingly fresh- 
ened with new back imprints. There's been no change in the 
products themselves—no tampering with the famed Columbia 
quality vou have come to know so well. You'll like these smart, 
attractive packages—and the harmonizing colors will heip you 
to select quickly the Columbia carbon papers and typewriter 
ribbons that suit you best. 
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YA —at Glen Cove 


ne” 
ae eee @ world-wide organization and a leader in 
Zs 


Many brands of Columbia carbons and ribbons are familiar 
names in business offices throughout the world. But it is 
not likely that all of our customers are aware of the enor- 
mous number of products that bear the Columbia name. 

Here are just a few of the products Columbia makes. 
You may not have need for every one of them, but they 
all have one thing in common— quality —the kind of real 
perfo:rance quality that has kept Columbia in a position 
of leac ership ie nearly half a century. 
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Columbia Duplicator 
Inks—the best 
COLUMBIA RIBBON & CARBON MBG. CO., INC. obtainable and, : 
Main Office & Factory: 179 Herb Hill Road, Glen Cove, L L., colors of the tai 
New York - New York Sales & Export: 58-64 West 40th Street F 
Branch Offices & Distributors in principal cities - Consult your local 
Telephone Classified Directory 


Columbia manufactures 
more than 600 distinct 
types and styles of 
carbon paper. 


N# Rd 


“NE? 


Columbia makes inked 

ribbons to fit more than 

800 types of business 

machines. The Columbia 
Duplicator is a great 
big value, outstanding 
among the low-priced 
machines for quality 
of reproduction. 
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Ready-Masters are 
assembled carbon 
masters for quickly 
gos 4 preparing forms for 
~ ae = 3 gelatine or spirit 
‘ ¥ duplication. 


You can get precision 


made Columbia“ \ 
3 = = Gelatine Ralts-f .. Z 
sere nee gelatine duphicad ~ 
machine. ~—}-®<sg7 « f¥ 4s 
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oo meet your market! 
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essential industry 


i <i | : the essential sin 


{ 
\ guide your buyers to SALES 
the latest in management THINKING 


the newest in business EQUIPMENT 
put it on your calendar as a MUST 


: hi \\ NATIONAL BUSINESS SHOW 


$e 33 WEST 42nd STREET, NEW YORK 18, N. Y. 
ae PENNSYLVANIA 6-6760 
/%, 

a2), 
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erris ROTARY FILES 


GIVE YOU 5QZ GREATER FILING 
CAPACITY WITH YOUR PRESENT 
CARDS AT A LOWER INITIAL COST. 


* EXCLUSIVE . 
Special compres- 
sion block for tab- 


vlating cards. <> 
— ££} 


*Rotary trays lock 
in position . . . 
cannot roll back. 


* Instant removal of 

one cord or a full 
rock . . . USO 
your present cards. 


*Finger-tip control 
. « « locking slide 
cover keeps your 

records safe. 


Greater efficiency . . . conveni- 
ence ... accessibility for your 
Stock Control, Inventory, Purchase, Production, Cost, Sales, Pay- 
roll, Personnel, and Credit records. The FERRIS ROTARY FILE 
is unequalled because FERRIS is the only rotary file that per- 
mits cross-filing and complete indexing! It eliminates punched 
ecards, belts, clips, rods — awkward fastening devices. Transfer 
your present cards instantly into removable trays. Filing is 
quicker . . . easier for your operator. You save Time, Wasted 
Motion, Floor Space and above 
all Cost! 


If you do not have enough cards to fill two 
Ferris Rotary Files, yet too many for one, it can 
be increased to the desired size by adding one 


inch or more to the width. 


collapsible table 
Folds out of way 


es es ) 


DEALERS ... attractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD @ STRATFORD, CONNECTICUT 
IN CANADA: 26 QUEEN ST. EAST ® TORONTO, CANADA 


| Korea, stated that this machine will 
be much used in Korea: “Because of 
the wide cultural effects which I be- 
lieve it will have, I send my sincere 
congratulations. Its speed and con- 
venience of writing makes the pro- 
duction of this machine a_ notable 
event in Korean history.” 


PUNCHED CARD ACCOUNTING 
SERVICE 

An entirely new type of advisory 
service to management using punched 
card accounting systems has been or- 
ganized under his direction, it is an- 
nounced by Patrick F. Burke, a lead- 
ing independent authority on = such 
systems. 

Known as Tabulating Consultants 
Corp., this group, with offices at 115 
Broadway, New York, has been estab- 
lished not only to conduct impartial 
surveys but also to provide written 
operating instructions and general 
operating procedures that fit each in- 
dividual company's own requirements. 

The company’s surveys are designed 
to improve basic procedures and, more 
specifically, to introduce into the tabu- 
lating department: production meth- 
ods in keeping with a high degree of 
efficiency; work simplification and 
training at the operator level; schedul- 
ing and performance analyses at the 
supervisor level, and comparison re- 
ports and cost analyses at manage- 
ment level. 


TERMINAL DIGIT FILING USED 


In streamlining another of its home 
office procedures, the United States 
Life Insurance Co., 84 William St., 
New York, has installed “Terminal 
Digit” nling to replace its former 
practice of filing applications in 
straight numerical order. Under the 
new system, filing and locating appli- 
cations will be simpler, speedier, and 
more accurate. 

Problems arose under — straight 
numerical filing because policyholders’ 
deaths and lapses created gaps in the 
files, requiring that they be shifted fre- 
quently. Further shifting of files be- 
Came necessary because some agencies 
outgrew their file space faster than 

| others. Searching for applications be- 
came constantly more difficult and 
time consuming, training of new em- 
ployees became equally difficult, file 
drawers contained an unequal distri- 
bution of hles and greater reliance had 
to be placed on the file clerk’s memory. 

These difficulties have now been 
eliminated under terminal digit filing, 
numbers being read backwards in 
pairs, regardless of agency or terri- 
tory. For example, to find application 
number 165034, the last two digits 

, indicate the file cabinet, the middle 

two digits designate the section in 
the cabinet, and the first two digits 
produce the file folder. 

According to an outside professional 
organization, the complete changeover 
from numerical to terminal digit filling 
could be expected to take eleven weeks 
| and cost several thousand dollars. 
| (To page 26) 
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Amazing 


[ooul 


COSTS SO LITTLE...WEIGHS SO LITTLE... 
-»eSO EASY AND FAST TO USE! 


(GD Ziaté avpresser > Z 


One low price covers everything you need for preparing & 


a mailing list of 250 typewritten addresses (or 190 handwritten). . each 
address is good for 100 or more impressions. This sensational Buy NOW = 


spirit Addresser is the newest way to save time and money! 
Look what you get at no added cost 


1 ADDRESSER STAND — usually a seperate purchase —folds 
for storage; flips open for use + 1 MASTER PAPER ROLL +1 MASTER 
CARBON ROLL+1 CAN SPIRIT FLUID AND POURING SPOUT 
6 MINIATURE MASTER UNITS to convert Addresser into stomp 
10 CORRECTION SLIPS for Alterations +2 METAL SPOOLS 
1 HANDWRITING GUIDE for correct spacing +1 thoroughly 
iMustrated INSTRUCTION BOOKLET 


BI omnes EAD Jewes em. SCHOOLS 


HERE’S HOW EASY IT IS TO USE! 


WRITE OR TYPE addresses on Master Paper MOISTEN PAPER with one quick stroke to 


roll placed over Master Carbon roll. Handy — a ha — for a. Sa >. 
“stand holds both rolls and the addresser. wick cartridge ho! enoug Pp! ju! 

Malling lists prepared even faster than for a full run of 250 addresses. Refills in a SALESMEN ROUTEMEN CHURCHES <y 
typing envelopes. moment for longer runs. 4 — ‘®. 


va ae °. 
. © 4 
ane. ORGANIZATIONS ce CLUB WOMEN pA “ POLITICIANS 


RETAILERS 4h JOBBERS ied MANUFACTURERS y 
RES _» INSTITUTIONS 1%: CAMPS aN BOYS’ & GIRLS’ GROUPS 


— ADDRESSER over freshly moistened CONVERT TO STAMP et repeat printing 
dels, circulars, 


ith to make a bright, clear impression. on Ia! tags, etc.—prints prac- Any -” affo 
That's all t) there is to it—a single swift one- tically everywhere. Clamp on typed or lone can use it Everyone can rd it 
hand motion both handwritten Mintature Master Untt 
Quickly roll to the next address. make an instant “rubberstamp”’ surest ie. A s K Y ° u R D E A L a R 


A MEW PRODUCT OF THE HEVER CORPORATION, CHICAGO «= MAKERS OF DUPLICATING MACHINES AND SUPPLIES SINCE 1909 


OR WRITE FOR FURTHER DETAILS 


THE ada CORPORATION 1848 S. KOSTNER AVE., CHICAGO 23 
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NE, '® 


PUNCHES sheets and covers of any size 
or weight, quickly, accurately 


‘BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


BIND THIS MODERN WAY 
right in your own OFFICE 


or plant 

Add prestige, color and utility 
to reports, presentations, cata- 
logs and all printed material 
with this handsome plastic bind- 
ing. Complete office equipment* 
costs no more than a typewriter. 
Binds a book for a few cents. 
Anyone can do it in seconds. 
*Patents Pending 


Special free trial offer. TRY this 
equipment in your own office or plant. 
No obligation. Sotisfacti ee 


F meno | Send today for full infor- 

mation and 2 FREE handy 

'3'444m pocket memo books bound 
on this equipment. 


General Binding Corporation 
808 W. Belmont Ave., Dept. OM-9 
Chicago 14, lll. 


File Clerk Janie no longer mis- 
reads blurry, blunt-pencil writing. 
The office boy isn’t constantly 
running to the sharpener, either 
... Mongol Pencils are guaranteed 
not to break in normal use. Mon- 
t gol erasers are of exceptional 
j quality, too! Sound good? Ask 
your Stationer for pamphlet 


‘How to Relate Pencils to Re- 
sults’—free, 


since 1849 a 


— 


With the help of its own employees 
from several departments, the United 
States Life was able to do the job in 
twelve working days at about 11 per- 
cent of the estimated cost, and with- 
out interrupting the normal daily 
working routine. About 125,000 files 
were involved in the change-over. 


Suggestions for a procedure that 
would require the least shifting of files 
in making the change were solicited 
from mathematically inclined staff 
members. Considerable interest was 
shown and five proposals offered. The 
proposal submitted by Harry Lee, the 
company’s auditor, was judged the 
best and was adopted. 


ELECTRONIC DICTATION 
DELIVERS NEWS 


A new concept of electronic dicta- 
tion now brings the latest news to the 
public in record time. 


The University of Chicago an- 
nounced recently, a fast and unique 
servicing of the texts of its radio 
Round Table broadcasts to wire ser- 
vices and daily newspapers from coast 
to coast. 

Its new system utilizes a battery of 
Dictaphone Corp. Time-Masters which 
record the extemporaneous broadcast 
on plastic memobelts. Two hours after 
the program is over the wire services, 
all leading columnists, and newspaper 
bureaus receive the text of the script- 
less program. 


“For the twenty years the program 
has been on the air,” reports George E. 
Probst, director of radio for the Uni- 
versity, “it has been a source of news. 
This innovation in news reporting now 
assures the public of getting the whole 
story accurately, and faster than ever 
before.” 


The outstanding authorities who ap- 
pear on this program do not have 
scripts, thus making pre-broadcast 
news coverage impossible. 

Dictaphone engineers working in co- 
operation with Ward & Paul, largest 
court reporting firm in Washington, 
D. C., solved the problem of furnishing 
the many texts required in the short 
two-hour post-broadcast period. 

Postal authorities worked out a time- 
ly air mail-special delivery schedule out 
of Washington. As a result, editors of 
150 daily newspapers receive the com- 
plete texts on the following morning, 
well before noon. 


A high fidelity wire is run from radio 
station WRC in the nation’s capitol, 
to the offices of Ward & Paul. There, 
one large Time-Master, a portable dic- 
tating machine, and four transcribers 
undertake the huge task. Each five 
minutes of the program recorded on a 
plastic belt is given to one of three 
typist who immediately transcribes 
the comments while the program con- 
tinues. 

Within a few minutes after the 
broadcast is completed, the first draft 
of transcript has already been typed. 
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WRITE FOR 


| O Of CATALOGUE 


STOOLS: Rite-Hite 


@ Fixed Height 
@ Automatic Adjustable 


CHAIRS: Tru-Posture 


@ Secretarial 

@ Cashiers 

@ Drafting 

@ Executive 5 
@ Schoo! . . . College 

@ Folding, also Trucks . > 


STANDS: Quality 


@ Typewriter 

e ce Machine 
@ Utili 
e 


Pro Sutton Machine 
@ Artist 


TABLES: Space-Saving 


@ Bookkeepin @ Banquet, Folding 
Cafeteria, 


Chrome 
ALSO: 
Cushions @ Casters 
° Gtides @ Hardwood Seats 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best sources of supply for individual 
pieces of equipment of large quantities 
of office supplies, furniture and appli- 
ances. 


Ask us to help you solve your office 
equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


AND EQUIPMENT 


212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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_ For Greater Efficiency, these Offices were 
Equipped for “Better Business Living” 


L. E. ELLIS & CO. 
Des Moines, lowa 


- DEFEBACH AGENCY 
T Snyder, Texas 
e 
fe with INVINCIBLE METAL FURNITURE 
yhich 
inNnot 
‘GE. Comfortable, attractive office furniture makes for eas- 
ssist- ier, more pleasant working, and increases efficiency. 
Invincible Modernaire steel desks, tables and fil- 
Bron ing cabinets combine strikingly modern design with 
ufac- outstanding efficiency features — at economy prices. 
one They give to any office a new note in attractiveness 
» and that impresses both users and customers alike. That's 
why Invincible is famous as the quality steel office 
‘er furniture that brings you “Better Business Living”. 


f th 
idual Exctustve! 


tities 

A Concealed Safe Unit is a pat- 
ippli- ented feature available only 
to INVINCIBLE users because 
only INVINCIBLE has it! It 
office ; offers security for valuables - 


Make your office more efficient and attractive. 
Your Invincible dealer will gladly show you the low- 
cost advantages of a complete Invincible layout. See 
him today or write for information. 


and papers in home or office. 


nent 
NT 
N. Y. REG. U. S. PAT. OFF. 
| INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS. 
s ridiaiesll 
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WHISK THROUGH scores of chores 

in a wink with “‘Scotch’”’ Cellophane 

Tape! It’s transparent as glass, 

ai sticks at a touch without moisten- 

ian bi ing . . . helps breeze through those 

ae annoying little jobs that clutter up 
an office day. 

Use it for sealing, holding, mend- 

; ing, marking, protecting, coding, 

ee ii . reinforcing . . . it’s areal time-saver! 


gcore 


Cellophane 


Made in U.S.A. by 
MINNESOTA MINING & MFG. CO. SAVE TIME AND TAPE with these handy IMPORTANT: There’s more than one 
St. Paul 6, Minn. dispensers. They speed up and simplify brand of cellophane tape. Insist on 


all kinds of office jobs. “SCOTCH” brand, in the plaid container. 


Also makers of other “Scotch” Brand Pressure-sensitive Tapes, “‘Scotch” Sound Recording Tape, ‘“‘Underseal’’ Rubberized Coating, 
“Scotchlite” Reflective Sheeting, ‘‘Safety-Walk’’ Non-Slip Surfacing, “3M” Abrasives, “3M” Adhesives. | 


General Export: DUREX ABRASIVES CORP., New Rochelle, N. Y. © In Canada: CANADIAN DUREX ABRASIVES LTD., Brantford, Ontario 
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To speed writing and reading 
-_, 


of shorthand notes, teachers now 


a ee eee brett 


start off students with pen and 


THE INK THAT’S ALWAYS 


and starts a pen instantly— 
even after prolonged exposure to the air 


VIVID COLOR—EASY TO READ 
CLEAN-CUT LINES—NO FEATHERING 


More and more teachers are starting off shorthand students 
the pen-and-ink way, now that a new-size ink bottle assures 
a constant supply of fresh, free-flowing ink. The new con- 
tainer—Sanford’s Penit Bottle, holds just enough ink to 
write 100,000 words—all the ink the average user needs or 
can keep fresh. Hence it maintains dictation pens at peak 
performance by supplying ink that’s always fresh—not ink 
that’s dangerously thickened from frequent exposure to the 
air, so that it may clog the pen and cut down speed. 

For permanence and readability, recommend Penit Ink 
without reservation. It assures clean-cut, vivid outlines, with 
no feathering. Try Penit Ink yourself today—it never em- 
barrasses its user by failing to start the split second it 
touches paper. Get it at any store handling ink. 


SANFORD INK COMPANY, HOME OFFICE: BELLWOOD, ILL., NEW YORK OFFICE: 500 FIFTH AVE. 


Office Managers 


This is a specimen of the 


educational material be- SS : 

ing presented every 

_ r ned ed : A NEW 100,000 WORD 
shorthand teachers by the 

Sanford Penit Bottle holds 


Ink Company. 
These messages emphasize ALL THE INK YOU 
the importance of fresh CAN KEEP FRESH 


ink in the Sanford 100,- 
000 Word PENi+ Bottle. 


SANFORD INK COMPANY...Bellwood, IIlinois 
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porcine FILING JOBS 


are GAtyi and more ECONOMICAL 


8B41-8F—Card Index File, 6x4 


| ‘ 
8B41-2F—Combination File 8B41-8E—Check File 8B43-4B—Document File 


For special filing jobs—as well as for letter and legal filing—you enjoy 


top t ec y in STEEL AGE Commercial Grade files. There’s an 
appreciable first-cost saving, of course, but famous STEEL AGE quality provides 
ty _ additional economies in longer file life and service-free performance. Full 
mien progressive ball bearing suspensions, sturdy, positive side-locking compressors, 
— é ladder-type front frames, heavy channel reinforcements and welded construction all help make 


STEEL AGE Commercial Grade files the best dollar-for-dollar file buy on the market. 
Buy Steel Age and you buy the finest in steel office furniture! 


le —- CORRY—JAMESTOWN 
— MANUFACTURING CORPORATION * CORRY, PA. 
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Management 


EDITORIAL 


SHADOW of the MACHINE? 


September, 1950 


THE FIRST BEST-SELLER in the discussion of electronic computation, 
Cybernetics, has just had a sequel, The Human Use of Human beings, in which 
Norbert Wiener, of the Massachusetts Institute of Technology, explores further 
the subject of the marvelous new devices man has contrived to relieve himself of 
difficult figuring—and the effects these devices may have on human life. 

Dr. Wiener believes that we are entering a second industrial revolution which 
will have as one of its effects an unprecedented depression brought on by the 
displacement of enormous numbers of workers by the new machines. These 
“electronic brains” will spread during the next ten or twenty years until they 
dominate most office and factory activity, Dr. Wiener feels, predicting such things 
as great automobile factories minus workers, with control and performance han- 
dled by electronic tapes and tubes. 

For man’s new enforced leisure, Dr. Wiener pleads for occupation really worthy 
of human dignity. Relieved of tasks for which machines are infinitely better and 
faster, we shall be free for work of a more stimulating and spiritually rewarding 
kind—if we can find any jobs of that sort with a living wage attached to them. 

For those who like to worry, there is a great deal of material in Dr. Wiener’s 
book. But we do not feel too alarmed, so far as the office is concerned. A vast 
number of machines have invaded the office in the past half century, and techno- 
logical unemployment has never been a problem there. The number of office 
employees is always rising, and a single pioneer machine—the typewriter—has 
given the biggest boost of all to employment. Despite our skill in developing 
machines for war, we are discovering in Korea that push-button warfare is not 
yet at hand and that the infantry is as important as ever. We shall make use of 
electronic punch-card calculators and the other new machines which are coming 
into the office without making any immediate plans for doing without people! 
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SLASH! 2,000 EMPLOYEES @ $1,800 per employee 
per year, or $3,600,000 saved by simplifying the rec- 
ords relating to national service life insurance. 

Slash! Forestalled an investigation of the loyalty of 
500,000 Federal employees who had already been in- 
vestigated. Credit cash $7,500,000. 

Slash! An efhciency study made at a military instal- 
lation leads to a reduction of 1,300 in personnel au- 
thorized. Dollarwise this represents a $2,400,000 gain. 

The “methods man” is down in Washington hel» 
ing out poor old bedammed and bedeviled Uncte 
Sam. Maybe you know him better as efficiency expert 
or management engineer. His brother is reducing the 
cost of insurance to the policyholder as head of the 
methods department at Metropolitan Life. First cou- 
sin to the lad who laid out the Buick assembly line? 
Right, that’s the man. 

Anyhow here’s what happened. 

When Harold Smith, now unfortunately lost to the 
management profession, took office as Director of the 
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By HARRY H. FITE 


Director of the Division of Organization and Management 
Economic Cooperation Administration 


United States Bureau of the Budget in 1939 he posed 
himself this conundrum: How can I make govern- 
ment cost less? No one tries to answer that one without 
calling in Don Stone. Smith did call in Stone—a 
methods man who had specialized in the problems oi 
government as Director of Public Administration 
Service, a consulting organization that serves state and 
city governments—and made him generalissimo of 
a campaign against waste and inefhiciency. Then, his 
mind at ease, he was at last able to go out for a small 
beer or whatever it is one gets to celebrate appoint- 
ment to a job of the magnitude of Director of the 
Bureau of the Budget. 

Stone, now gone to his reward as Director of Ad- 
ministration of Paul Hoffman's E.C.A., had the job 
of organizing a Division of Administrative Manage- 
ment in the Bureau. This division has responsibility 
for improving machinery of government throughout 
the Federal establishment. Today its staff numbers 
about threescore professionals. This platoon is vigor- 
ously assaulting a hedgehog defense-in-depth com- 
posed of inertia, sheer dead-weight of size, red tape. 
and the vicious little myth that anyone is qualified 
for any government job. 

Considering the size of the force that has been en- 
gaging the enemy, the results are spectacular. This is 
probably due to the character of the staff pulled to- 
gether from all over the country to do the job. These 
are a bunch of zealots with boundless energy and a 
fanatical conviction of the importance of improved 
management in government. Along with that goes 
“know-how” built up over years of successfully meet- 
ing every management problem in the book in a 
variety of settings. Some of these men were brougiit 
in by Stone from Public Administration Service, but 
most are from industry, progressive local governments, 
or other federal agencies. They were hand-picked not 
only for experience background but also for state ol 
mind, Resistance to resistance to change—it says in 
the by-laws—shall be the first requsite of a A.M. stafl 
member. This vow has meant that the division has 
participated in many an administrative Stalingrad. 

Sometimes the division deals with a broad canvas 
and paints with sweeping strokes that are character- 
istic of the government alone. One of its sections is 
responsible for studies relating to inter-departmental 
reorganizations, consolidations and transfers, and for 
preparing the Executive orders putting them into el- 
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Federal government and nation’s taxpayers getting full benefit of efficient 


practices and procedures worked out for its offices by its management experts 


lect. That is, it is concerned with the problems iin- 
volved in creating a Federal Works Agency, a Federal 
Security Agency, or in consolidating the War and 
Navy Departments. This group recently rendered yeo- 
man service to the Hoover Commission, which saved 
the Commission a lot of time and mistakes. 

Then again the Division gets right down to cases 
which would be familiar to any business man—con 
trolling the use of government automobiles, stream- 
lining payroll procedures, evolving a standard gov- 
ernment-wide system of property inventory. 

March 4. tg44-—“Designed a decentralized record 
system for maintaining control over contract termina- 
tion by government agencics. The system encouraged 


prompt settlement of claims—and enabled contractors 
to convert to peacetime rapidly.” 

July 1, 1948—“A model civilian personnel ofhce 
has been organized and installed in the X Depart- 
ment. It replaces a chief clerk’s ofhce which had 
neither the prestige not know-how to do the thorough- 
going personnel job required in this day and age ol 
Big Government.” 

These quotes from progress reports rendered !y 
staff members of the division indicate the diversity 
of its activities. These activities hold potentialitics 
for the indirect blessing of reduced cost of govern- 
ment for all. For those who deal directly with gov- 

(To Page 72) 


Government office employees of another war era: Clerks leaving Treasury Department one rainy day in 1865 
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FACTORY OFFICE 


A lighting solution 


_— 
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Room dimensions are 136” x 166” 
with a 106” ceiling. The surface-mount- 
ed semi-direct units each contain three 
40-watt fluorescent lamps. The aver- 
age illumination is about 25 footcan- 
dles, the illumination on the table is 60 
footeandles and the load is about 24% 
watts per square foot. The lamps form 
three sides of a rectangle over the table. 


From files of Engineering Division 
of General Electric’s Lamp Department, 
Cleveland, Ohio. 


Several manufacturers make equip- 
ment which is suitable for this applica- 
tion. 
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New York Herald Tribune photo 


Where some of the most costly office space in the world is concentrated— 
New York’s newest executive center—in midtown Manhattan 


AWARDS announced next month 


THE TWO OFFICES to be designated as “Office 
of the Year” in their respective categories and receive 
the first of the annual “Office of the Year” Awards 
established by this magazine will be revealed in the 
next issue of Orrice MANAGEMENT AND EQUIPMENT. 
A bronze plaque in token of the honor won will go 
to the two offices, in the classification of 500 or more 
emplovees and of less than that number, selected in 
a nationwide survey as outstanding in design, layout, 
and equipment among offices constructed or re- 
modeled in the twelve months ending on June goth 
of this year. 

Since the announcement of the establishment of the 
awards in June, OFFICE MANAGEMENT AND EQUIPMENT 
has been asking members of the Association of Con- 
sulting Management Engineers particularly noted for 
their work in the field of office efficiency and mem- 
bers of the American Institute of Architects who have 
concerned themselves most with office design to indi- 
cate the offices they consider most worthy of the 
Awards. The final choices will be the result of a 
truly national poll of expert opinion. 

It has become evident to this magazine that its 
“Office of the Year” Awards are destined to play a 
most important part each year in turning the spot- 
light on the offices which have most to contribute to 
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the advancement of the American office. Significant 
innovations, improvement on ideas already accepted, 
and experimentation pointing the way to further 
productive endeavor in the field of office design will 
each year come in for consideration and appraisal, to 
the ultimate benefit of all who wish their offices to 
keep in step with the march of progress. 

In every office center, the building of a noteworthy 
office serves as a stimulus and a guide to other offices 
in the same locality. Achievement inspires emula- 
tion—and improvement—and the entire office com- 
munity in that region is the better for it. The Awards 
are intended to broaden this helpful local competi- 
tiveness to a truly national scale, and to bring to all 
offices everywhere an awareness of the best that is 
being done in the nation as a whole in the creation of 
modern offices. 

With office space still at a premium and the costs 
of office operation tending constantly to increase, 
efficient utilization of office space is vital. Knowledge 
of how to make every foot of it count in the job 
which the office has to do is something which can 
be most practically acquired from the experience of 
offices which have been most successful in getting the 
maximum of value out of their space—the types of 
office the Awards will honor each year from now on. 
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ADDING WITH RHYT 


By CHARLES ADAMS 


WOULD YOU LIKE TO INCREASE the speed ol 
your adding machine operators anywhere from 109 
to 600 per cent? That's what one New York com- 
mercial high school has done through a new idea in 
the use of full keyboard adding machines—a_ tech 
nique called Rhythm-add. 

The new technique means better jobs, better sai 
aries, and less effort in learning for today’s commer- 
cial high school students, according to Alexander 5S. 
Massell, a pioneer in business education and principal 
of Central Commercial High School, one of the best- 
known commercial schools in the country, which was 
the scene of a six-weeks’ Rhythm-add experiment. it 
was the same educator, incidentally, who in 1925 got 
the idea that high school business students should 
learn how to use some of the tools they would cn 


‘counter in their jobs — things like adding and 


calculating machines. There were scoffers then but 
now, a quarter-century later, it would be hard to 
find high school commercial courses that do not iv 
clude the actual use of business machines. 

At the end of the experiment in Central Comme: 
cial, the principal hung this accolade on the brand 
new system: He thinks Rhythm-add should become 
standard curriculum in all commercial education. 

Devised by the Monroe Calculating Machine Co., 
this adding method was developed through years ol 
study and experiment. And Central Commercial 
seemed just the sort of stiff testing ground it needed. 
Last year its originator, Robert F. Lusk, discussed 
Rhythm-add with Mr. Massell. The experiment looked 
promising to this educator. 

In January Mr. Lusk began instructing Norman 
Weiss, George S. Daniels, and Mrs. Hilda Harris, 
of the teaching staff, in the new technique. After just 
six hours of lessons they were ready to start teaching 
classes on their own. The company installed thirty- 
five machines and the experiment was on. 

From there the progress charts told the story. Ou 
the first day of instruction, the 78 students could add 
an average of 20 checks per minute. At the end of 
the six weeks they were adding an average of 44. 
an increase of 141 per cent. That meant some str 
dents were doing as many as 70 checks a minute, A 
professional operator with years’ experience is con 
sidered good when he hits yo accurately. 

“The improvement in speed and accuracy was most 
gratifying,” said Mr. Weiss, chairman of the Office 
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Rhythm-add inventor Robert F. Lusk shows method to 
teachers George S. Daniels, Mrs. Hilda Harris, and Norman 
Weiss, chairman of Office Machines Department. 


Principal Alexander S. Massell and Ridgely D. Bryan, 
Monroe educational director, watch student demonstrate. 
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technique of machine operation 


New technique for machine operation introduced successfully in New York 
City high school classes instructing the office workers of tomorrow 


Machines Department. “One student who started 
adding as few as 8 checks per minute was able to do 
56 at the end of the training——an increase of 600 per 
cent.” The lowest increase recorded was 100 per cent. 

As Mr. Massell watched his thirty top students 
take their final test, he remarked, “There’s no ques- 
tion about it, they're skilled operators. They could 
go out tomorrow and get a good job in a bank. |: 
shows what can be done when the technique is right.” 

The secret of the technique used lies in depressing 
simultaneously as many keys as possible and rocking 
to the plus bar, instead of the usual one-finger system. 

The right hand uses fifth row center as its home 
base on the keyboard, pivoting from there to the 
other keys and the plus bar in a smooth, continuous 
motion while the free hand manages the media to be 
added. Proper positioning of machine and media v2 
tually eliminates head motion. 


Mrs. Hilda Harris shows student proper hand positioning 
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Rhythm-add depends equally on a series of adding 
exercises scientifically designed and tested to develop 
rapidly the operator's skill. Included in the course are 
two sets of bank checks which give the student prac- 
lice in using the unit media he will probably encoun- 
ter in business lite and gives him a means of checking 
progress. 

Use of Rhythm-add is by no means restricted to 
Monroe machines. 

Says Mr. Weiss: 

“While the increase in speed would be very much 
greater on these machines since they are designed 
especially for Rhythm-add, the new technique is 
effective on any tull keyboard machine.” 

Adds Mr. Massell: “We are delighted with the re. 
sults and while Monroes were used, the method 
could be applied to other machines.” 


Day-by-day progress charts are kept for each student 
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OFFICE IN TRANSITION—how 


By KIMBALL DARBY 


Carlton S. Smith (right), of the controller’s department, 

watches Robert L. Grafton place a $15,000,000 bond in a 

strong box for shipment to new building. Upper picture: 
First group of vans line up for loading at Liberty St. 


WITH EVERY INDICATION of painstaking plan- 
ning, the Mutual Life Insurance Co. of New York 
has joined the current parade of business organiza- 
tions, moving from its old quarters on Nassau St. 
into its new 25-story building at 1740 Broadway re- 
cently. The operation, suggestive of army staff effort, 
was performed with a minimum of time lost, no 
bottlenecks, and even with the simultaneous accom- 
lishment of an extra chore or two. 


Early preparations for the job were managed by 
Mutual’s Planning Division. This group of systems 
analysts and related personnel commenced to ana- 
lyze the new floor space back in January of this year. 
They made floor plans of every floor to be used by 
the company with a view to coordinating depart- 
ments into a smooth-working unit possessing all the 
qualities of good work flow. Based on the processing 
of an insurance policy from beginning to end, all 
closely related departments were brought together by 
floors or parts of floors. 


Employees were invited to study mock-ujs in minia- 
ture of the floor on which their departments were to 
be located. These small scale reproductions of entire 
departments, made by the company’s carpenter shop, 
not only served to orient the employees, but also 
helped the Planning Division people in visualizing 
and appraising its work. Locations of phones, wire 
ducts, and other layout data were shown on these. 


Below and page opposite: Transfer of $2,100,000,000 of 
securities begins 
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Mutual Life Insurance Co. moved 


September, 1950 


Said to be biggest office moving job in history, 
removal of Mutual Life Insurance Co. of New 
York to its new building is completed in a single 
week-end, in 250 round trips of vans 
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Three-dimensional layouts aided in arrangement of new 
offices 


Meanwhile other preparatory activities were taking 
place. A New Building Division was formed which 
had full resonsibility for the actual move. This was 
headed by J. McCall Hughes, Comptroller, with 
Robert L. McCaffery, his administrative assistant, 
second in command. Assisting Mr. McCaffery was 
R. F. Olsen, formerly a member of the company’s 
architectural group. It was Mr. Olsen’s task to work 
with the moving company, Weissberger Moving & 
Storage Co., of New York, specialists in office moving. 
His opposite number at Weissberger was Otto Neu- 
schulz, who currently is handling for Weissberger the 
transfer of the huge United Nations staff from Lake 
Success, N. Y. into their new quarters on Manhattan’s 
East Side. At the same time, the company’s Planning 
Division was represented on the New Building group 
by Herman Knauss, head of the Division. 
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NEW IN NEW YORK 
New home for Mutual Life 


Oe 


A secretary takes dictation happily 


Specially designed “file tubs” for premium 
notice processing } 


Main lobby of the new building 
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Pool, table tennis, and other recreational facilities 
take up a floor 


i}! |! 


In the company’s Medical Clinic 


HERE are some views of the luxurious new offices ol 
the Mutual Life Insurance Co. of New York, which 
recently said goodbye to Manhattan's downtown finan- 
cial district and moved into its new 25-story building 
at Broadway and 55th St. At the beginning, the 
insurance company will occupy the first thirteen 
| floors of the building. 


Features of the new building include an Auto- 

tronic Elevator system, vertical power driven con- 

f | veyors between floors, radiant heating for surround- 

| ing sidewalks, spectacular weather indicator atop the 
building, complete air conditioning. 


: Bake shop for Mutual’s hungry hordes 
View of company cafeteria 


Set-in coat racks are unobtrusive, handy 
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™ IF FILING COSTS TOO MUCH. 


From an address by Mr. Berni given at the 1949 Office 
Management Conference of the American Management 
Association. 
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OFFICE MANAGEMENT AND EQUIPMENT 


By I. J. BERNI 


Manager, District Office Service Department 
The Procter & Gamble Distributing Co., Cincinnati, Ohio 


IN THE INTEREST of simplifying a few of our 
present methods of transacting business, and thereby 
reducing the cost of some of our office services, let us 
look at one small segment of the problem critically 
and see if we can develop an idea that might be help- 
ful. Let us look at “filing” and see if we are justified 
in spending as much as we do in effort, time, and 
money for this work, or service, in our offices. 


If Joe Doaks should call you on the telephone or 
come to see you in your office and ask you a question 
which you can answer from memory on from records 
within your reach—you would answer the question— 
and Joe would thank you for your help, and that is 
all there would be to it. 


If on the other hand Joe was so located that calling 
you on the telephone or visiting your office would be 
too expensive or inconvenient, he would most likely 
resort to writing a letter as a substitute for the phone 
call or the personal visit—and when this happens for 
some mysterious reason the entire transaction takes 
on a different complexion. 


The quickest, easiest, and most economical method 
of answering a written inquiry would in most cases 
be to jot down a reply in the margin of the letter 
and return it pronto—but we are afraid that Joe 
might possibly become offended by our lack of dig- 
nity in so handling his request. Instead, we dictate 
a reply to his request and file our reply in a device 
known as a filing cabinet, and we hire and train a 
girl to file the letters in our filing cabinet, as our time 
is too valuable to be devoted to such an activity. Once 
these papers are placed in our file cabinet they be- 
come sacrosanct and can only be destroyed on orders 
from some official who has courage and authority— 
one who is willing to assume on his own shoulders 
the full responsibility for such a drastic action as 
destroying any piece of paper that has at some time 
or other found its way to the files. 

So, in normal handling, a request received in the 
mails, no matter how simple or unimportant the sub- 
ject matter, as against one received over the tele- 
phone, results in 


(a) More care and time on the part of the reci- 
pient in framing and dictating a reply. 

(b) The writing of a letter by the third party 
either from steno notes or by the use of a 
transcribing machine. 
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check on what you are filing! 


This writer advocates attack on the evil of too much filing by 


stringent censorship of the types of materials which go to the files 


(c) The reading and signing of the typed letter 
by the dictator. 

(d) The filing of both the inquiry and the an- 
swer by a file clerk at both locations (in the 
office of the one who asks the question and 
also in the office of the one who answers the 
question) . 

(e) The use of filing equipment in both offices—- 
which equipment occupies office space. 

(f) Extra stationery. 

(g) The eventual job of destroying the file in 
both offices. 


And all of this on many matters that never should 
have created a file (in one office at least) in the first 
place. 

It would seem that the ordinary correspondence 
file is very frequently used as a medium intended to 
establish an alibi—which file can be dug out of the 
archives to prove that something or other was said 
at one time or another! The importance of the sub- 
ject matter, or lack of it, does not seem to be much 
of a factor in the handling of such a file. Another way 
of expressing it would be to say that it would seem 
that the filing of all correspondence is justified by 


1. Some who delight in proving that they are right 
and that others are wrong and 


2. Others who are not sure of themselves—either 
lacking confidence in themselves or fearful of criti- 
cism from superiors. 

Neither of these two groups add to the profits of 
the enterprise, or protects its interests, by much of the 
work they create in having their routine correspond- 
ence filed. 

I have seen quite a few articles in recent years on 
the subject of “simplified letters” suggesting such 
practices as elimination of the salutations and com- 
plimentary closings, it being argued that they con- 
tribute nothing to the subject matter under consid- 
eration. The idea seems to be catching on and no 
doubt will develop as time goes on. Should we not 
go a step farther in our thinking and consider the 
prompt and systematic disposal of the papers that 
accumulate as the result of this writing of letters? 

I wish to make it clear that I am not advocating 
the wholesale destruction of all existing files. The 
point I wish to stress is that correspondence files, with 
very few exceptions, need not and should not be re- 
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tained after the matter at issue has been handled to 
a conclusion. 

A big part of the correspondence in an organization 
of any size is necessarily between people in the same 
company (inter-department or  intra-department) 


whether between departments or between individuals 

located at different points. I am sure that most com- 

panies are conscious of the need for transmitting such 

messages quickly, inexpensively and informally and 

make an attempt to accomplish this. It, however, has 
(To Page 68) 


Photos by A. Devaney, Inc., N. Y. 
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Orchestra leader Ray Bloch checks over special Muzak 
arrangement with Johnny Guaneri, pianist 


WORKING TO MUSIC: what is 


—s 


“ail 


THE HEAVY PRODUCTION SCHEDULES olf the 
war years taught many American industrialists the 
value of work music programs as a means of relieving 
fatigue and strain and building employee morale. 

In the post-war years, the use of planned work 
music programs has tended to increase in factories 
around the country, for their steadying effect on the 
worker and his performance quality. 

It soon became evident that if music could be spe 
cially prepared to relieve fatigue and tension and 
bolster morale in factories, programs of music could 
be devised to counteract the particular type of fatigue, 
tension, and monotony experienced by people work 
ing in business offices. 

Accordingly, the Muzak Corporation, which had 
done the initial research on music for workers and 
its application, both on its own initiative and in co 
operation with the Office of Production Research and 
Development of the War Production Board, began i» 
gather the facts for the development of an cflective 
program of work music for offices. 

‘Today, literally thousands of offices of all sizes anil 
types, from the giant 13,000-employee Prudential Life 
Insurance Company home office to small fifteen-cm- 
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ployee organizations, benefit from these planned ofhce 
work music programs. 

In offices, the work music program is designed to 
improve working conditions in general and, more 
specifically, to relieve mental, physical, and visual 
fatigue, to counteract boredom and nervous tension, 
and to overcome the noise of chattering business ma- 
chines. 

Muzak has charted what the psychologists call the 
“internal mood progression” of the office worker dur- 
ing the course of an average working day and has 
programmed its music to counteract the low-energy, 
fatigue points on that chart. To begin the day, bright, 
peppy numbers are played, then a more subdued, 
steady rhythmic accompaniment to work is set up 
till mid-morning, when energies begin to peter out. 
\t the low-energy point, quick rhythms and catchy 
tempos are programmed to offset that slump. The 
musical bolsters continues till noon, when popular 
dance tunes take over to provide a relaxing, inter- 
esting lunch hour. The music again subsides after 
lunch till 3:30 or 4:00, when there is another norma! 
fatigue period, calling for stimulating, peppy music 
once again. 
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Librarian prepares a day's selections 


Turntable operator plays discs at intervals scheduled 


involved in utilizing this IDEA? 


| 


| 


The musical stimulus in the afternoon must be 
more concentrated than the coinciding morning “lift” 
because of what the scientists call “residual fatigue.” 
This type of music continues to the end of the day, 
helping to keep spirits from dragging after the long 
hours of work. The last half-hour or so end-of-the- 
day period accounts for much wasted manpower, as 
the worker is usually tired enough to want to while 
away the time in idle talk or telephone conversation. 

The program staff at Muzak work with the more 
technical aspects of the music, i.e., the tempo, key, 
rhythm, orchestration, dynamics, and style, in deter- 
mining the exact amount of each to build into a 
program at certain hours of the day and in develop 
ing a smooth progression both between and within 
groups of selections. 

The programs themselves are prepared at Muzak 
headquarters in New York and are based on the 
known physiological and psychological effects of mu- 
sic on people as recorded in the laboratories ol 
science. For instance, it is known that music can in- 
crease metabolism; can increase or decrease muscula) 
energy; can facilitate attention; can affect blood pres- 
sure and the pulse rate; can reduce fatigue; and can 
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increase the threshold of sensory perception in senses 
other than hearing. All of these physiological effects 
have related psychological reactions. With these known 
facts, Muzak studied the pertinent relationships and 
analyzed music itself to determine just what elements 
in a musical composition brought about each difler 
ent reaction. Then it developed definite program for 
mulas for putting the right music to work at the right 
lime to obtain the desired reactions. 

From the very beginning of its work programs. 
first industry, then office—Muzak conducted continu- 
ous surveys of the music preferences of people actual 
ly working to Muzak in order to keep tabs on music 
trends and tastes according to age, sex, regional, edu 
cational, and occupational groupings. Those surveys 
have been valuable in developing effective programs 
and they continue right up to the present day where 
ever people work to Muzak. 

Some of the top names in the popular band, radio 
and concert fields arrange and record for these pro- 
grams—Al Goodman, Carmen Cavallaro, Claude 
Thornhill, Ted Dale, Alfredo Antonini, and many 
others in a roster of more than 150 artists. These 


(To Page 70) 
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From Franece—a 


ONE OF THE DIFFERENCES noted between Amer- 
ican and European office management is that there 
tends to be less delegation of responsibility in Euro- 
pean offices than in our own. The average executive 
in a European office, therefore, is likely to have much 
more detail to attend to than his American counter- 
part, giving rise to this ultimate in desks for the 
detail-ridden, the desk pictured here! 

Made by Bureau Imperia, of Annecy, France, it 
was put on view last year at a business equipment 
show in Paris, featured as “the desk which obeys your 
every thought.” 

The desk opens up to give five different work 
levels and much filing and storage space, with the 
various sections gliding in and out as required. 
Expanded to the limit, the desk occupies more than 
twice the floorspace it does when closed. A drawer is 
provided for telephone or dictating machine and 
there is a shelf made to take a portable typewriter. 
Books, plans, and documents find space on the vari- 
ous levels. 

This magazine has no report on hand to indicate 


gee 
The desk closed 


the ultimate success or failure of the desk, and shows 
it merely as indicative of a ternd more likely to raise 
eyebrows than anticipation in this country. 


\A French designer’s prescrip- 
tion for the detail - ridden 
"executive—a desk built to 
give five separate levels for 
work, in addition to filing 
and storage space. Closed, 
—_ desk presents the conven- 
tional appearance shown in 
the picture above 
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OLD STYLE 
OF DESIGN 
USED IN 
PREVIOUS 
YEARS 


FOR 1950 
NATIONAL 
BUSINESS 
SHOW 
AT 


PALACE 
NEW YORK 


INTEGRATED CONCEPT OF DESIGN 

will be introduced for the first time in exposition his- 
tory, at the National Business Show, to be held at 
New York's Grand Central Palace, October 23rd-28th. 
This year also marks the first time that the Show will 
have as its sponsor the Office Executives Association, 
New York chapter of the National Office Management 
Association. Comparing the top picture with the one 
immediately below it, which shows displays of previous 
years, one can see that the exhibitor will now receive 
a broader range of modern, colorful, and individual 
display areas. Beauty, economy, and design are the 
keynotes of the 1950 integrated design policy. The 
Office Week Forums, which are also a part of the 
Show, are designed to stimulate interest in both 
peace and wartime operations. Eight Forum sessions, 
dedicated to raising the sights of office management, 
will be conducted by an imposing group of experts in 
diversified phases of office management. 


ELECTRIC FORMSWRITER 


from International Business Machines Corp., 590 Madi- 
son Ave., New York, is designed to handle continu- 
ous fanfold or openweb forms with ease. Two new 
partial carriage returns and intermediate left hand 
margin stops save tabulating and carriage travel by 
returning carriage to either of two designated points 
on a form, while the full carriage return, operated 
by the right palm, returns the carriage to normal 
position. Machine also has a new telescopic shifting 
arm for shifting the carbon from one set of forms 
to the next. 


OCTOBER 23-28 


EXHIBIT DESIGN 


GRAND CENTRAL 
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BOOKCASE 


made in mahogany or walnut veneers and styled to 
match their contemporary Chippendale design, has 
been produced by the Myrtle Desk Co., High Point, 
N. C. From the Raleigh series, this model, number 
8040, provides storage space for books, records, and 
other material which an executive may wish to keep 
close at hand. 54 inches high, 40 inches wide, and 
14 inches deep, the bookcase is equipped with a 
cylinder lock and three adjustable shelves. 


KEY-LOCKED COVERS 


for their small, hand-operated rotary record files 
have been announced by the Herring-Hall-Marvin 
Safe Co., Hamilton, Ohio. Model shown is number 
1058 for 5 x 8 records, with and without cover. 
The security offered by covers is said to be of 
special value for protecting payroll, signature, price 
and discount, credit, rate, tax, and similar records. 
One turn of the keys locks them securely in place. 
Full details from the company's systems division. 


CASH REGISTER 
a new duplex or two-total model, number 303, is from 
the Clary Multiplier Corp., San Gabriel, Calif. Said 
to be the world's fastest check-out machine, the 
register contains an electric adding-subtracting-mul- 
tiplying mechanism, prints an itemized receipt for 
customer, and keeps printed record of every transac- 
tion of the day together with a running total of the 
day's business. Other features include large type, 
2asy-to-install tapes, and one-key, five-way lock control. 


ADDRESSING MACHINE 

a foot-operated unit, model 40-H, has been placed 
on the market by the Master Addresser Co., 6500 
West Lake St., Minneapolis. A spirit process ma- 
chine, it features a case hardened steel gear, steel 
rack, and feed lever, heavy duty bearings and spring. 
Specially-built stand has two adjustable leaves, is 
solidly built. In an average 8-hour day, this ma- 
chine is said to attain a speed of 2,000 or more 
addresses per hour, without the use of stencils or 
plates. The company has recently built a new fac- 
tory for greater production of these machines. 
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new things in the news 


OFFICETTE 


a complete office unit consisting of an all metal 
desk, bookkeeping machine, typewriter, and posture 
chair, is being presented by R. C. Allen Business 
Machines, Inc., 678 Front Ave., Grand Rapids, Mich. 
Each item of this quartet is designed for long life 
because of compact construction and planned 
operating efficiency. A single eye-ease color is used. 
The linoleum-topped desk is 60 x 30 inches has 
: center well, and a fixed-bed type well in left pedes- 
tal. Chair (not shown) is leather upholstered. 
Typewriter has Wonder Window margin set. Book- 
keeping machine features automatic carriage con- 
trol, will post statements-ledgers-proof simultaneously. 
Complete unit is list priced at $995. 


} EXECUTIVE POSTURE CHAIR 


model 884, has been added to the line produced by 

the Jasper Chair Co., Jasper, Ind., one with gros 
point fabric covering on seat. Wood parts are of 
walnut or mahogany finish on walnut; green and 
grey soft-tone finish. Seat and arm construction is 
of molded Koylon foam rubber, with sides of leather. 
Set on metal webbing securely fastened to rails. 
No springs are used. 


PAPER FOLDING MACHINE 


electrically driven, is an automatic feed type which 

is capable of folding thousands of copies per hour 

of various weights and sizes of papers in many 

different types of folds. Now being manufactured 

by the A. B. Dick Co., 5700 West Touhy Ave., 
Chicago, it marks their entry into the paper folding 
machine field. The Dick Co. recently purchased 
the assets of the Boblit Folder Co., and have re- 
named this machine the Folder model 55. It will be 
distributed through the Dick Co.'s mimeograph 
dealers. 


PORTABLE REGISTER 
that weighs 2!/. pounds, measures 13 inches long, 8 
inches wide, and 3'/, inches high, and holds 100 
three-part business forms, is new from Uarco, Inc., 
5000 South California Ave., Chicago. Aside from 
handling full-size business records, the autographic 
register has a built-in Clip Tray for filing carbon 
| copies. It is useful for end-of-day accounting. All 
moving parts are of steel, and the case is made of 
| aluminum, finished in wrinkled grey enamel. Lid is 
of stainless steel. 
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“SECRETARY OF THE YEAR" 
At the recently held annual convention of the Na- 
tional Secretaries Association in Boston, Mrs. Cather- 
ine A. Baltasser, right, was chosen as "Secretary of 
the Year." She is private secretary to John M. Ranck, 
District Attorney of Lancaster County, Pa. At left 
is Mary E. Mihaich, of Camden, N. J., who is shown 
receiving a portable dictation recorder donated by 
the SoundScriber Corp., New Haven, Conn. The 
convention was the first in the Association's campaign 
to build a national membership, and was attended 
by more than 700 delegates. Miss Mihaich is secre- 
tary to Edward Toussaint, president of the National 
Machine Dealers Association. 


FOLDAWAY TABLE 


made of heavy gauge aluminum, reinforced with steel 
at all strategic points, is useful wherever space is 
limited or where a temporary table is required. Stands 
30 inches high when opened, with a sturdy 24 x 60- 
inch top. Closed for storage, it measures 24 x 30 x 
2'/-inches, has a leather carrying handle. Weighs 
19 pounds, will support 800. From All-Luminum 
Products, 43 North Third St., Philadelphia. 


AIR CIRCULATOR 

called the Aire-Table, is designed to serve as a 
small but useful utility table, the top available for 
use when the rubber bladed fan is operating and 
a removable lower shelf when fan is not in opera- 
tion. Manufactured by Maso Steel Products, 8! 
West Van Buren St., Chicago, the unit is 16 inches 
square, 18 inches high and is equipped with a 12- 
inch two-speed fan. Choice of grey or walnut 
finishes. Retail priced at $34.95. 


DO-ALL-IN-ONE 

is the name of this new unit manufactured by the 
Art Steel Sales Corp., 170 West 23rd St., New 
York. Measuring 34 inches high, 30 inches wide, 
and 16 inches deep, the unit has a card filing, letter 
filing, safe deposit, and supply storage capacity, 
and in addition, a secret vault. Two outside doors 
which lock on a central system, securely protect the 
entire contents, giving 4-way key protection to valu- 
able records. 
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RECEPTION DESK . 
the counter type, is shown with Sealtuft quilted plas- 
tic paneling which provides a touch of smartness and 
at the same time provides a practical, durable, and 
easy-to-clean material. Sealtuft, available from the 
Jason Corp., Hoboken, N. J., is actually a “sand- 
wich" of two layers of vinyl plastic which is fused, 
encompassing a filler of fire-retardant cellulose pad- 
ding. It comes in five patterns and in a variety of 
colors. Is water and stain-resistant, too. 


IN CHIPPENDALE TRADITION 
the Taylor Chair Co., Bedford, Ohio, has produced 
this guest chair, 2805 TC, left, and the master desk 
chair 2805-2 TC, at right. Available in walnut 
or mahogany on walnut, the chairs feature oversize 
seats, spring edged. Backs are posture-contured 
with soft pillow springs. A third unit, a side chair, 
is not pictured. Models pictured are 24 inches in 
height from seat, have sitting depth of 20!/2 inches. 


PAYROLL POSTING BOARD 

produced by the Todd Co., Rochester, N. Y., and 
available from them through outright purchase, is 
model 66, a compact Form-Master board for payroll 
preparation. This model is approximately five inches 
narrower and shallower than its standard model. The 
system provides four records—payroll summary, pa 
check or cash statement, individual earnings record, 
and employee's statement—in a single writing. This 
model is priced at $20. 


THINGS ARE KEPT COOL 

in the offices of the Fidelity Fund, Inc., 35 Congress 
St., Boston, with this camouflaged home refrigerator 
which is sprayed with a bronze color to resemble a 
safe. The shape of the refrigerator and of the door 
handle lend themselves to the disguise which permits 
installation in office surroundings of a most useful ac- 
cessory. The unit temporarily houses many a week-end 
roast bought by secretaries and other staff members 
during lunch-hour shopping, and keeps milk and cokes 
chilled for mid-morning or afternoon relaxation periods. 

a 
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new things in the news 


CELLULOID GUIDE WINDOWS 


aia developed to facilitate the use of colors in their 
clear insertable celluloid guides, have been announced 
by the Herring-Hall-Marvin Safe Co., Hamilton, O. 50 
* It is claimed that the windows give users a free No. 138-G 
> choice of colors for guide tabs, to suit job require- 1%" x %" 
ments. When windows are inserted in guide tabs GREEN 
with prepared paper inserts as one unit, they are Celiuloid 
said to make the insertion of the two pieces easier Windo 
x than insertion of the paper alone. All colors are tata 
4 stocked in two sizes, | x 3 and 134 x %-inches, and as 
a are said to fit any insertable guide tab made for Clear 
a inserts of these dimensions. Windows are packaged Insertable 
q in books of 50 each, by color and width, on easily Guides 
separated, perforated strips. Made For 
The 
FLUORESCENT DESK LAMP ices 
the Director model, is being marketed by the Indus- FILE 
trial Lamp Corp., [4th & Blaine Ave., Elkhart, Ind. 
Its features include a swinging — which may be by 
moved in a full 180-degree arc about the pedestal, iG. 
and a clock with Sia movement. Available = 
with or without clock, lamp has brown or grey finish, 
with gold finished brass trim. Stands 10 inches high, 
has overall width of 20 inches. Uses standard 
fluorescent tube. Base is felt covered. Priced at 


$16.95 with clock; $12.95 without. 


AUDITOR'S FILE 


with a safe compartment, 2 letter-size and 2 double 
index drawers for 3 x 5 or 4 x 6 cards, is the latest 
from Cole Steel Equipment Co., 285 Madison Ave., 
New York. Also has a storage compartment con- 
taining 3 adjustable compartments. Partitions are 

itil removable. Has combination lock. File is 37'/2- 

ty inches high; 30!/2-inches wide, and 17'/2-inches deep. 
ies Finish is grey baked enamel. It is list priced at 
$67.50. With plunger type lock, which automatically 
locks all drawers, list price is $75. 


NEWLY INTRODUCED 

to the office is the aluminum clip board, left, and 
the multi-purpose Dura-Clip, right, both produced 
by the Dura-Clip Co., Inc., 3932 Frankfort Ave., 
Louisville, Ky. The board weighs less than '/4 pound, 
is only 40 thousands of an inch thick. Has a 
> x 12!/2-inch writing surface. Retail priced at 
$1.25. The Dura-Clip, cadmium plated and _ rust- 
proof, features “locked-in spring tension, is useful 
in processing bulky papers, IBM cards, and Addresso- 
graph plates. Can also be used to hold film while 
drying. For these, retail price is 5 cents each. 
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SIDE-O-FILE 

a 20-gauge all-steel filing shelf, designed to permit 
hand-free filing, is available from Nu-Craft Products 
Co., 163 Pacific St., Brooklyn, N. Y. It offers com- 
plete visibility and is said to eliminate danger of 
dropping or crushing. Accommodates both letter 
and legal sized papers, and is deep-welled for stack- 
ing filing papers. Fits any file, on either the left 
or right side. Made in three attractive colors—grey, 
green, and walnut, all having a baked hammertone 
finish. 


FORMS DESK 


for use where numerous forms must be handled or 
assembled, features a green linoleum desk top bound 
with aluminum edging. Can be supplied with 6 
or 12 shelves, trays, drawers, and typewriter well, 
all of which are optional. Made of Presdwood, unit 
comes in smart grey finish. Model TW9, shown, 
with 2 drawers and 2 trays, is priced at $285. A 
product of Industrial Budgets, Inc., 846 Western 
Ave., Toledo, Ohio. 


CONFERENCE TABLE 

model 1796 TPD-V, is another addition to the Mode- 
Maker line of products made by the General Fire- 
proofing Co., Youngstown, Ohio. The table is 96- 
inches long, 42 inches wide, and is available in two 
heights—29 and 30!/2 inches. Top is furnished with 
standard grey or green velvoleum and is bound by 
a double aluminum binding strip. Paneled ends and 
aluminum arched bases are of the Mode-Maker 
design. 


DESK LAMP-CLOCK 
called the Litemaster, combines a smartly shaded 
fluorescent desk lamp with a Telechron electric clock. 
Model 60 shown, stands 1434-inches high and has 
a base 6!/4 x 9'/4-inches. Steel shade has a white 
enamel reflector. This is a two-bulb model that 
operates on alternating current. The clock is 3!/2-inches 
in diameter and is embedded in the base. Entire 
unit is finished in either statuary bronze or grey with 
brass trim. The base has rubber bumpers for sur- 
face protection. Product is priced under $20. 
From Art Specialty Co., 3245 West Lake St., Chicago. 


CALCULATOR STAND 

No. 2438, is a product of the Dependable Mfg. Co., 
Keeline Bldg., Omaha, Neb. It is 24 x 38 x 30 inches 
high; has a well 26-inches high and I4-inches wide. 
Will accommodate the largest size calculators. 
Equipped with rubber cushioned glides and comes 
with or without drawer. Made of steel tube con- 
struction, built for long service. 
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While the New Building Division was whipping 
into shape plans for actual moving operations (Mu- 
tual employee crews, packing arrangements, and other 
details), Mr. Olsen and Mr. Neuschulz went through 
the old buildings to try to visualize individual de- 
partment moving problems. An example of such 
problems might be a department head who had in 
his department several files in poor condition, con- 
tents of which might be hurt in moving. These files 
would be given special attention. At the same time 
the men anticipated that such a tour would bring 
to light unplanned for moving problems. 

The New Building Division, some time in advance 
of the move, had every department head appoint one 
man to the post of “contact representative” for liaison 
between Mr. Olsen and each of the departments. 
Each contact representative (there were thirty) ’ was 
empowered to appoint as many men from his depart- 
ment as he thought necessary to assist him in plan- 
ning, packing, and subsequent resettlement chores. 
In the interests of efficient staff work, the contact 
representative alone was permitted to deal with Mr. 
Olsen on any problems affecting the removal of his 
department to the new building. All instructions to 
the moving people were given to them by Mr. Mc- 
Caffery or Mr. Olsen. 


WHAT TO MOVE 


Some months in advance of the move, the Plan- 
ning Division made a tabulation of every piece of 
equipment that was to be moved. This record carried 
against each piece listed such facts as whether a par- 
ticular model of office machine had to be converted 
from direct to alternating current, whether or not 
a certain type of desk, table or cabinet was to be 
painted before moving, and other vital advance in- 
formation. While Mutual had purchased an entirely 
new set of file cabinets for the new building, all rec- 
ords were moved in the old cabinets. 

As moving day approached, Weissberger men went 
through the building analyzing the furnishings for 
van loads. A problem here was to coordinate the 
assembly for moving of file cabinets originally lo- 
cated at various points in three of the seven different 
buildings downtown—on different floors! A depot 
was set up for the distribution of boxes and cartons. 

Duplicate floor plans of the new space were coded 
for the new locations of furniture and other equip- 
ment. This was done by lettering the top margin of 
each plan, and numbering one side. Every piece of 
equipment—desks, chairs, tables, file cabinets, and 
machines—was tagged with such a code location 
(A-1, B-14, etc.) , as well as color and numerical desig- 
nation for floors. 

In late afternoon of a Friday the move started. 
The first group of vans backed into the curb in front 
of the old buildings and the stream of equipment 
started to come out. Each employee had packed all 
of the contents of his desk into a personal carton be- 
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Office in Transition 


(From Page 39) 


fore leaving for home. The moving timetable called 
for vans to leave at rate of one every 12 minutes. As 
the job increased in volume, a Weissberger man with 
some assistants established a pool system in the big 
lobby on the new building’s main floor. As equip- 
ment and furniture came off the trucks, groups of 
furniture for the same floor were accumulated in this 
pool for convenient elevator loads. At the same time, 
phone control stations were set up—one at the old 
location, and one at the new building. These liaison 
points kept in constant touch with one another, and 
with operations at their locations. If the movers busy 
at the old building ran out of dollies, the phone con- 
trol system was effective in seeing to it that the accu- 
mulation of dollies at the receiving end were rushed 
back to Nassau St. The system worked well in the 
accomplishment of another job. Mutual had 2,300 
old files full of vital records. In the course of the 
time employed in moving, the contents of these old 
files were moved into 1,800 brand new cabinets at 
1740 Broadway. Twenty girls assisted in the transfer 
by day over the week-end, and were relieved by 
twenty men on a night shift. This was not merely 
a transfer job, for the work also involved conversion 
to the terminal digit system of policy filing, which 
allows for a substantial saving of file space, as well 
as faster filing and finding. As the old files reached 
the new file department and were emptied, a space 
problem arose. Here, the phone control system was 
highly effective in speeding up or slowing down the 
delivery of old files in 180-unit lots. 


MOVING OPERATIONS 


Actual moving operations were left in the hands 
of the Weissberger Moving & Storage Co. Possessed 
of an efficient staff with a background of almost sev- 
enty years in the moving business, this organization 
was equipped with all of the specialized apparatus 
necessary to the safe transfer of valuable machines, 
records, and equipment. Based on a thorough survey 
of the job, Weissberger was prepared, for instance, 
for the thousands of Addressograph trays which they 
handled on shelf-equipped dollies. Mutual’s exten- 
sive library was moved in hundreds of special boxes. 
Typewriters moved in individual cartons. For the 
most part, furniture and equipment stayed right on 
the dollies in the vans. 

Working in eight-hour shifts, 199 moving men 
were on the job at all times. They had a half-hour 
for meals. At the same time, Mutual employees ap- 
pointed by the individual contact representatives 
went to their respective floors to receive the incoming 
equipment for final exact placement according to 
the floor plans. There was no time lag worth men- 
tioning in this entire operation, and when Monday 
morning arrived all of the 1,700 Mutual Life Insur- 
ance Co. employees were in a position to continue 
the duties left on the previous Friday—with a lunch 
in the company’s fine new cafeteria, too. 
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The ‘‘BANKER’S”’ File No. 473 

Contains: Three letter files on ball-bearing 
rollers, plus three adjustable storage com- 
partments under lock and key. Size 374%” 
high, 30%” wide, 1742” deep. Olive green 
or Cole aray finish. 


With plunger- 
type lock which 
automati- 
cally locks all 
drawers No. 
473PL $43.75 


Cole's new, streamlined 330,000 foot plant on one floor enables us 
to bring to you the popular ‘‘Junior Secretary’ at a new low price. 
Equipped with a double index drawer for 3” x 5” or 4” x 6” cards 
(3200 capacity). Card drawer can be used for cancelled checks. A 
letter-size ball-bearing filing drawer for correspondence. Another 
letter-size ball-bearing drawer for invoices and orders. A storage 
cabinet with three adjustable compartments under lock and key. 
Size 32” high, 30%” wide, 17 2” deep. In olive green or Cole gray. 


With plunger type lock which automatically locks 
all drawers 


No. 370PL $ 7 0 
With locks on both letter size drawers 40 


ee $37.95 


Prices Slightly Higher in Texas, Colorado and West of Rockies. 1132R 
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ORDER COLE STEEL EQUIPMENTOI 


The “AUDITOR'S” File No. 478 

Contains: Two double index drawers for 3” x 5” or 
4” x 6” cards (6400 capacity); card drawer can also 
be used for cancelled checks; two ball-bearing, full 
width, letter size drawers; a safety vault (no keys nec- 
essary, only you know the dial combination); three 
adjustable storage compartments under lock and key. 
Size 37 2” high, 30 2” wide, 1712” deep. Cole gray 
baked enamel finish. 


The above cabinet with four letter size drawers, instead of 
two. (The additional drawers replace the lower storage 
SEIN SN I ai ircnsiccnncnierssncsvonswoxesncesorsevensoned $72.50 


$6 75 


With plunger-type lock 
which automatically locks 
all drawers 

No. 478PL ............ $75.00 


BLUEPRINT CABINET—Droawers on ball- 
bearing rollers. Green or Gray. 

No. 4030: 5 drawers $86.95; Base, $14 
Inside drawers: 37” w, 25” d, 2%," h 
Cabinet size: 40” w, 28” d, 15%” h 
No. 4332: 5 drawers....ccccccccoc.. $124.95 
Inside drawers: 43” w, 32” d, 2%," h 
Cabinet size: 46%” w, 35%" d, 15%," h 

LARGER SIZE AVAILABLE. 


PORTABLE “JUNIOR” FILE — Desk 
height for both hanging or regular fold- 
ers. Lock and 2 keys. 30%” high, 24” 
deep. Olive green or Cole gray finish. 
No, 2654—Letter Size.................. $22.00 


STEEL 
STEEL CARD BOX—A beautifully No. 
streamlined steel tickler box for 3x5 C335 
Index Cards. 300 card capacity. Olive C346 
green or Cole gray finish. C358 
No. C35 $1.25 C369 


CARD CABINET (1500 Capacity) 


Card 
3x5 
4x6 
5x8 
6x9 


PRICES SLIGHTLY 


COLE 


Height Width Gray 
5%” 6,” 
6%" 7%,” 3.90 
7%” 9,” 4.90 
8%” 10%” 6.90 


HIGHER IN ZONES 


(285, —" A 


STEEL CARD CABINET (3000 Capacity) 


Green or 
No. Card Height Width Gray 
C3352 3x5 5%” 12-5/16” $5.15 
C3462 4x6 6%,” 14-7/16" 5.90 
C3582 5x8 7%” 18%” 8.15 
C3692 6x9 8%” 204,” 10.15 


2 AND 3 
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STEEL SAFE—With a Yale 3-wheel screw 
wedge combination lock and locking 
bolts. 30/,” high, 14%,” wide, 285%” 
deep. Olive green or Cole gray. 

No. 2906 $49.50 
Same as above with adjustable shelf 
instead of 2 Vault Boxes. No. 2900 $49.50 
Walnut or Mahogany $9.00 additional. 
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PORTABLE DESK FILE — Desk height; 
fop slides closed; has lock and key; 
rolls on castors. Green or gray finish. 
No. 854—Letter Size....................$39.95 
No. 858—Legal Size. .................. $48.95 


COMBINATION CABINET — Top is a 
safety, lock compartment. Bottom is a 
letter size ‘‘Air-Flo'’ suspension file. 
Size 30,” high, 14%," wide, 285%” 
deep. Olive green or Cole gray. 

SG TUE: :a<ccasrnedaasctssaiibireauennentea $42.50 


Walnut or Mahogany $9.00 additional, 


4-DRAWER “AIR-FLO” FILE — With 
ball-bearing cradle suspension for 


smooth operation. Green or gray. 

letter Size No. 1004..........000.00.... $ 
14%,” w, 51%” h, 28%” d 

Legal Size No. 8004..0..00..0.0.0...... $80. 
17%,” w, 51%” h, 28%" d 


68.40 


Automatic lock............ $10.60 additional 


Walnut or Mahogany finish-add $13 


CHROME ARMCHAIR—Upholstered in 
vinyl-coated simulated leather. Triple- 
plated chrome finish. 31” high, 21” 
wide, 22” deep. Choice of colors. 

No. 4000 $39.00 


amour Lames 


Ma ta 


TYPEWRITER TABLE — All steel table. 


Linoleum top with fine aluminum edging 


Green or gray finish. 25%,” high, 29%” 


wide, 15,” deep. 


No. 755 ........ es 


ene 


BANKER’S NOTE FILE—With improved 
Compressor. 5%” high, 11%” wide, 
15%,” deep. Green or gray finish. 

No. C40—with flat key lock......$15.00 
No. C40Y—with Yale lock.............. $18.50 


COLE 33: 


STEEL SECURITY BOX — Combination 
lock. 16” x 12” x 7%”. Cole gray 
crinkle finish. No. C1505 — $13.00 


Same as above with Yale lock— 
No. 1505Y $14.50 


STEEL SECURITY BOX — Sturdy lock 
with two keys. 11%" x7%" x 4%". 
Green crinkle finish. No. C180 $5.50 
Same as above with Yale lock— 

No. 180Y $8.50 


FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 


Bet EQUIPMENT COMPAN: 
~~ Madison Aver n 


—— eo eee = mills eiaalias' we oS eo einem bs a 4 / 
ol : aig ; bi oo aie. besa nee oe a te 
| 
OR OFFICE EFFICIENCY 
a a ie | 
\ G a ; ] at Ks ae al x . : 
oor Wat : io ae, ee j | 
oe ee eae 
Fe ade ~~ Fe i * 
_ " i 4 - me = % i os 
‘ , j ; 7 by. 7 es 2 i 
a . 
t ee 
ee é es «8 
, 4 ee — P j 
<<< = ae 
hie: _— at esitc2577 eee 
- a / 4 Z ye aa saa . 
ose 8 _ : a as - F 
= mi 7 ‘ 
J ‘(in | 
ae ‘a " 
eh a 
. a bie , » onal 
“ y i= 
| ao ~— i 
ee 
ee : 
FE 
; ‘ ee 
i OE REO OR ILIAD SIT INN : oe : cme AS 
— 
cons ” Zia i - Pe aaa al f _ ‘ 
>, Sie ° ee . bis es is ws gigas 
| } 
Po 
ee 


LEGAL SIZE 


FREIGHT BILLS 


SANITARY BASES 


for all size files 


FOLLOW BLOCKS 


’ 
$gi0 made for any size file 
75c 
SIZES AND PRICES STURDY CONSTRUCTION — Prontos are built of 275- 
Ib. test corrugated fibre board and reinforced with 
| Inside Dimensions | enka taco | —. ..., aon steel on the shell and the four corners of the drawers. 
Suggested Uses || | 
P File PRICE File PRICE 
| Width Height Length No. Single Carton | No. Single Carton 
I | 7. SAVE FLOOR SPACE — Constructed so that they inter- 
Letter Size .. 12 eer E210 . . $3.10 . . $3.00 || I210L. . $3.85. . $3.75 - je ‘ P ons 
Letter Size __ | 12 .. 10%. . 15 E210S . 3.00.. 2.90 || 1210S... 3.75... 3.65 lock into solid units and stack as high as the ceiling, 
tlegal or Cap ; 18 .. WY. . 24 6510 .. 3.75.. 3.65 ISI0L.. 4.85... 4.75 . 
invoices. || ‘10H .. 8%... 24 | E109. 2.75 .. 265 || 1O9L.. 3.40... 3.30 saving valuable floor space. 
*2 Rows 8x5 Forms || 10% .. 8%. . 24 E108 .. 3.05... 2.95 108L.. 3.65. 3.55 
ha *Invoices or 2 Rows 8x5} 10% .. 8% .. 18 | EI08M . 3.00.. 2.90 108M 3.60... 3.50 
hi cow Bills | 4/4 ee hy + . dl : re - ro = 4 o 
ecks ..... ° oe | 24 .. 2 ° 40. -30 
Drafts or Checks | 9% |. 44. .24 | £94 |: 210.. 2.00 | 194IL.: 260: : 2.50 LOCATE YOUR RECORDS EASILY — No more need of 
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*These numbers have removable divider partitions. {Packed 6 to a carton—all others |2 to a carton. office files. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
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Tools of the Office 


A continuing series 


DICTATING MACHINES 


Amplifier Corp. of America, 396 Broadway, New York 

@ Maker says, “We are essentially manufacturers of high 
fidelity magnetic tape recorders. Two models are available, 
depending on the length of playing time desired.” Besides 
possessing the qualities of a public address recorder and 
system, the Magnematic Conference Reporter also used as 
an office dictating and transcribing unit since certain 
accessories as well as inherent features make it convertible. 
Model 580-B, tape speed 74%” per second, 1 hour playing 
time $305; Model 581-B tape speed 334” per second, 2 
hour playing time, $445. Weight 45 Ibs. 


Crescent Industries, Inc., 4140 Belmont Ave., Chicago 

@ Claimed to be the largest single manufacturer of radio 
components, Crescent Industries enters the dictating ma- 
chine field with Steno, a wire recorder distributed through 
some 200 dealers in this country, and priced at approxi- 
mately $250. Steno’s features include: remote station for 
secretary's use with a built-in intercom for two-way con- 
versations; removable spool for use in a transcription pool 
or for the continuous recording of sales cnferences, etc.; 
and an automatic back-spacer. Finished in grey hammerloid 
with black trim. 


Dictaphone Corp., 420 Lexington Ave., New York 

@ This company reports that after years of research in the 
use of lightweight metals, magnesium is to be used for the 
outer casings, base plates and internal parts of the new 
Time-Master. This brings the weight of the machine down 
to 16 Ibs. Other innovations include control-center hand 
microphone, a small desk mike, a lapel mike, and a chest 
mike, these last three being optional equipment. Head of 
the hand mike has 20 degree variable pitch for maximum 
dictation comfort and voice pick-up. New feature of the 
Memobelt (Time-Master’s recording medium is that it is 
now a seamless piece of extruded plastic. “This reflects a 
lower price to consumer,” Dictaphone says. “In two years, 
the price has been reduced two-thirds from 15 cents . . .to 
5 cents for 15 minutes of dictation.” Operates on AC or 
DC current. 


Ediphone Div., Thomas A. Edison, Inc., Orange, N. J. 

@ Company features their Disc Voicewriter, but continue 
to make other electronic models which use wax cylinder. 
Engineering features of Voicewriter include voice repro- 
duction at a frequency range of 100 to 6,000 cycles per 
second; 5% inch index slips with accurate punch marks for 
each 15 minutes’ recording; double warning signals telling 
of end of dictation space, positioning of disc, winking light 
when not correctly positioned; AC-DC Edison built motor. 
Edison says that while quality of materials and workman- 
ship going into the line has remained high, “prices of the 
equipment have stayed in line with competition, ranging 
from $340 for electronic cylinder dictating models to $375 
for disc dictating machines, and a corresponding drop to 
$265 for cylinder transcribing models and $355 for disc 
transcribers.” 


Gray Mfg. Co., Hartford, Conn. 


@ Gray says that the basic improvement in the line in the 
past year has been the development of a frequency range 
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of from 100 to 6,000 cycles for increased fidelity of repro- 
duction. The Master Audograph is a combination dictat- 
ing-transcribing instrument that has the further applica- 
tions of recording conferences, and telephone conversations. 
Uses thin, unbreakable plastic discs in three sizes provid- 
ing continuous recordings of 10, 15, and 30 minutes on 
each side. Permanent diamond stylus for recording, and 
sapphire stylus for reproduction. Maker says roller drive 
with which machine is equipped affords constant groove 
speed, instantaneous start and stop. Remote control back- 
spacing for typist. Improved indexing by means of per- 
forations on log strip. 

Prices complete, and including Federal tax, are: Master, 
$391.67; Executive (primarily a dictating model), $343.33; 
Secretarial, $317.89. 


Miles Reproducer Co. 812 Broadway, New York 

@ They identify themselves as makers of “sound amplifica- 
tion systems since 1923.” Recordall uses a Sonaband as the 
recording medium—plastic belt, one-time use, which gives 
about 4 hours recording on each side (price 18 cents). This 
machine operated by electric current, and is priced at $890 
complete with loud speaker, mike, earphones, and the built- 
in features that make it suitable for office work. Cheaper 
model also made for $550. Latest addition to this com- 
pany’s line of battery operated units are the Walkie- 
Recordalls, built into a handy carrying case for recording 
and play-back under varying conditions, using a Sonaband 
(price 15 cents) giving 1% hours of recording on each 
side. Price varies from $250. 


Paramount Dictating Machine Corp., 29 E. 22nd St., New York 
@ Their Electronic Recorder converts the old style acous- 
tical dictating machine recorder to electronic crystal opera- 
tion. Unit incorporates a simple amplifier and hand micro- 
phone (start and stop control in microphone). At the 
same time, the maker claims that high fidelity speech 
quality is produced by the secretary's Transcriber. No 
important changes in the product itself or in the com- 
pany’s policies regarding its manufacture or sale are 
reported. 


Peirce Wire Recorder Corp., 1328 Sherman Ave., Evanston, 


@ Present Peirce dictation equipment, on the market since 
1949, stems from this company’s earlier models developed 
in 1942 for conference recording. They are one of the 
pioneers in the field of magnetic recording. The new 
Peirce dictation equipment incorporates such features as 
the dictation cartridge—which completely encloses the wire, 
eliminating any necessity for handling spools of wire. A 
highly accurate timing device, built into each dictation car- 
tridge, provides a simple and accurate method of logging. 


Pentron Corp., 221 East Cullerton St., Chicago 

@ Dimensions: 10 x 10 x 8”, weighs less than 21 Ibs. All 
metal construction. Grey hammerloid finish. One unit is 
employed for both dictating and transcribing, provides for 
one hour of continuous recording or playback. Wire can 
be used over and over, is erased by simply recording over 
same wire. Push-button crystal microphone provides auto- 
matic stop-start. Foot control automatically backspaces, 
stops, starts, rewinds: synchronized timing meter. Price of 
Sonograph is $189.50. 
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Permofiux Corp., 4900 West Grand Ave., Chicago 

@ Important improvements will be introduced on the new 
Permoflux Scribe tape recorder, produced in the com- 
pany’s Chicago plant starting September Ist. Maker claims 
the instrument will have a number of exclusive features 
not available on any other piece of dictating equipment. 
Magazine loading permits user to make instant change of 
tape without handling tape itself. Magazines are inter- 
changeable from one machine to another. Thirty minutes 
of recording time in each magazine. Automatic stop and 
an audible signal indicating the end of the tape. Auto- 
matic backspacer is actuated by dual acting footswitch— 
the instrument will back space as long as the operator 
keeps the foot-switch depressed. Price $279.50. 


Soundscriber Corp., 146 Munson St., New Haven, Conn. 

@ Soundscriber’s latest development (the Tycoon) em- 
bodies many improvements over preceding models. Walnut 
veneered cabinet has given way to light-weight magnesium 
die-casting; motorboard, head housings and cover are also 
of die-cast magnesium bringing the weight of the unit down 
to 14% Ibs. “Automatic indexing” on a Soundscriber disc 
eliminates logging of errors and endings of letters by paper 
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1. Permoflux Scribe 
2. Gray Audograph 
3. Peirce wire recorder 


4. Amplifier Corp.’s 
tape recorder 


5. Webster-Chicago’s 
wire recorder 


6. Pentron’s Sono- 
graph 


Miles’ Recordall 


Crescent Steno 


Soundscriber’s 
Tycoon 


Ediphone Dise 
Voicewriter 


Dictaphone Corp.’s 
Time-Master 


6. 12. Paramount’s unit 
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strip gage. Mirror arrangement on Lady Tycoon, the 
secretary's instrument, makes corrections correspondingly 
easy to make. Dictation capacity of each inch of disc has 
been increased, thus reducing cost. Added to Soundscriber’s 
original feature of separate recording and play-back arms 
in the dictator’s instrument is the advantage of “quick 
review” of the last few words dictated accomplished by 
using gear-driven recording and play-back arms syn- 
chronized so that the playback stylus “trails” a few grooves 
behind the recording stylus. 


Webster-Chicago Corp., 5610 Bloomingdale Rd., Chicago 
@ With the claim that it is the lowest priced complete dic- 
tation unit on the market, this company offers its Model 
18 wire recorder, priced at $135. Weight less than 20 Ibs. 
The one unit is a recording and transcribing instrument, 
with listening through either the self-contained speaker, or 
earphones. Sold through office supply and stationery stores 
through a nation-wide group of distributors. 
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Dictation is EASIER 
Here’s 


Immediate Help to 
SMALL BUSINESS!... 


the HUDOGRAPH 


Electronic Soundwriter! 


This dictation method of BIG business, 
applied to SMALL business needs . . . gets 
things done at once! 


with AUDOGRAPH 


@ If you run a one-man business or one with part- 
time office help, you'll want AupoGRapH dictation for 
streamlining your business day. 

For with AupoGRaPH, action is instantaneous! No 
preparatory abracadabra ...no adjustments to make, 
nothing to get out of order. You simply pick up the 
microphone and speak what’s on your mind. 

The time saved with AupoGrapPH frees you for the 
essentials of planning, selling, administration! The 
money it saves virtually pays for the AUDOGRAPH in a 
short while. 

AupoGRAPH will operate anywhere, anytime .. . at 
home or in your automobile, It will record telephone 
conversations, sales interviews, conferences a even 
your inventory. 

Business success attends the man who can help him- 
self—and Aupocrapu will help you do just that! Get 
the full facts on AupocGrapn today! You will not be 
high-pressured or in any way obligated. For a thorough 
“Jook-see” into better ways to get things done, just 
mail the coupon. 

Made by The Gray Manufacturing Company—estab- 
lished 1891— originators of the Telephone Pay Station. 


AUS SRAPH = 


w THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal cities 
of the U.S. See your Classified Telephone Directory 
—under “Dictating Machines.’ Canada: Northern 
Electric Company, Ltd., sole authorized agents for 
the Dominion. Overseas: Westrex Corporation 
(export affiliate of Western Electric Company) in 
35 foreign countries. 
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FOR ADDING, CALCULATING 
Tools of the Office 


(From Page 60) 


Addo Machine Co., 145 W. 57th St., New York 

@ Have been marketed in this country since 1939—products 
of Sweden. Offer a line of hand and electrically operated 
adding and calculating machines. Prices of these 8 column 
through 11 column capacity machines range from $155 to 
$310. End of October will see introduction of this com- 
pany’s new Series 40 adding machines. New features will 
be symmetrical keyboard, plus and minus motor bars, spe- 
cial key for repeated subtraction, claim speed of 150 strokes 
per minute. Weight 26 lbs. Addo hopes to keep same 
prices, as original line. Recently added their Multo Calcu- 
lator to the line. This is a lightweight, hand operated 
machine which comes equipped with a carrying case. Price 
$125, weight 9 Ibs. 


R. C. Allen Business Machines, Inc., 678 Front Ave., N. W., 
Grand Rapids, Mich. 

@ Believing that an adding machine without direct sub- 
traction is an incomplete adding machine, this company 
is currently emphasizing what they consider the absolute 
necessity of direct subtraction for all businesses. In every 
concern, regarless of its nature or size, they say, direct 
subtraction has come to play a most important part in 
balancing petty cash, checking invoices, charge slips and 
bank balances, and preparing statements and many others. 
This company manufactures a complete line of adding 
machines, bookkeeping machines, calculators, cash registers 
and typewriters. Model 65 adding machine is a six column 
adding, direct subtracting machine with visible dials and 
automatic clear signal. First item and total and sub-total 
print in red. Full flexible keyboard. Cedar green crystal 
finish. Add and lists to 10,000.00. Price $125. 


Barrett Adding Machine Div., Lanston Monotype Machine 
Co., 24th at Locust, Philadelphia 
@ The principal features of their hand operated Printing 
Calculator, Model B192 are special handle action that 
returns the operator's fingers to touch position on the key- 
board at the end of each stroke, direct subtraction, positive 
one-position back spacer. This, with visible adding dial 
wheels, equip machine for direct division as well as multi- 
plication. Finished in Barrett Grayvtone to reduce light 
reflection and eye strain. Weighs 12 lbs. Price is $165.00 
plus applicable taxes. There are two other Barrett models. 


Burroughs Adding Machine Co., Detroit, Mich. 
@ Style 91053 has a plastic case in a Mojave brown color 
with a non-glare ripple finish, and has cadmium-plated 
machine parts. Newly styled square tenite keytops and 
completely enclosed ribbon spool housing add to the smart, 
modern appearance and carry out the functional design of 
the machine. Visible keyboard makes accuracy easy. Elec- 
trically operated. Also available in wide carriage style. 
Width of case is 9”, length 13”, height from desk at rear 6”. 
Fourteen electric and hand operated Burroughs Adding 
Machine models are available for handling jobs requiring 
fractions, credit balances, etc., in addition to general adding 
and listing work. 


Clary Multiplier Corp., San Gabriel, Calif. 

@ Clary reports a new feature which simplifies, speeds up 
division on an adding machine. Available on certain Clary 
models at no extra cost. Also introduced new eight- 
column adding machine, Model 188, price $257.50. Clary 
line of adding machines and cash registers ranges from 


$199.50 to $355. 


Felt & Tarrant Mfg. Co., 1735 No. Paulina St., Chicago 
@ New Electric Floating Touch Comptometer adding-cal- 
culating machine introduced last April. Shortly after the 
electric machine was introduced, a new Non-Electric 
Comptometer machine was also placed on the market. 
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Blue-green color, selected by Color Research Institute of 
America, is restful to the eye and harmonizes with office 
decor. In the new Electric the operator is fully protected 
against errors through imperfect or partial key strokes by 
a newly perfected mechanism. The instant a key is 
fumbled, every key is locked except the one not fully 
depresssed, and this one remains down, easily visible to 
the operator, who simply completes the key stroke, touches 
the release button (at the base of fifth row of keys) and 
continues adding. Prices for Non-Electric: 8-column, $540; 
10-column, $625; 12-column, $710. For Electric: 8-column, 
$593; 10-column, $694; 12-column, $795. Excise Tax in- 
cluded in these prices. Fractional models $40 extra per 
column. 


Friden Calculating Machine Co., San Leandro, Calif. 

@ “During the past year the most important change in 
our product has been in refinements of operating sections 
and the introduction of additional features to enable the 
operator to do a greater amount of work in a given time. 

Newest model is the Friden Fully Automatic Calculator, 
Model STW, which is “so completely automatic that all 
physical effort has been eliminated from its operation.” 
During the past year, major improvements added to the 
machine have been: 

Repeat Multiplying mechanism—locks a multiplier in the 
multiplier unit, so that it can be used any number of times 
without resetting. An automatic Divisor Aligning mechan- 
ism, so that the operator is no longer concerned with the 
relative position of the divisor to the dividend when start- 
ing a division. Individual Key Locks, which enable an 
operator to lock a value in any portion of the keyboard, 
so that it may be used as a constant. A Grand Total Key 
which enables an operator to automatically accumulate prod- 
ucts and totals to grand totals. A new mechanism that re- 
duces the amount of physical effort required to depress the 
control keys which now operate with a feather touch. 

Prices of the STW are $725 for the 8-key machine, and 
$775 for the 10-key machine. The balance of the Friden 
line, composed of automatic, semi-automatic and hand- 
operated models, range from $700 down to $240. 


Marchant Ca!culating Machine Co., Oakland, Calif. 

@ Marchant recently introduced a new model in the low 
cost field with the feature of automatic, simultaneous multi- 
plication. Known as the Figurematic, the company claims 
it is the only calculator in its price range with automatic 
multiplication. It is the companion model to the Marchant 
Figuremaster, which carries the full complement of auto- 
matic features. List price: eight-column model, $520; ten- 
column model, $620. 

Automatic multiplication simultaneous with entry of mul- 
tiplier factor. Positive control of count and carriage shift. 
Positive, negative and accumulative multiplication or divi- 
sion. Answers may be added to or subtracted from previ- 
ous amounts. Automatic repeat and non-repeat. Positive 
electric clearance in any carriage position by touch of key. 
Dial figures 40% larger than in prior models. Other new 
features. 

List price of Marchant models: 10F A, cap. 10x10x20, $790; 
8FA, cap. 8x8x16, $690; 8SD, cap. 8x18x16, $440; 10SD, 
cap. 10x10x20, $540; 8SDX cap. 8x8x16, $520, and 10SD-X, 
cap. 10x10x20, $620. 


Olivetti Corp. of America, 580 Fifth Ave., New York 

@ Olivetti is currently offering only their Printing Calcu- 
lator, No. 14 for American distribution. Nationwide ser- 
vice facilities. AC or DC current. Figures up to ten 
digits can be entered and totals up to 11 digits can be 
obtained. Facilities for add, subtract, multiply, divide, 
non-print, and repeat. Keyboard locks when key im- 
properly pressed. 


Plus Computing Machines, Inc., 37 Murray St., New York 

@ Wholly owned subsidiary of the manufacturer, Bell 
Punch Co., Ltd., London, England, who have been making 
machines and precision instruments for over 70 years. 


(To Page 64) 
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| “a the NEW improved 


SWIFT ADDING MACHINE 


NOW with All-Steel Unbreakable Case ‘39 50 


the only 9-figure machine as low as.. plus tax 


| No other machine gives you such features...at so many dollars less! 


|  $9,999,999.99 capacity! Ov/) machine at this low price Pick-up" portability! Smallest, lightest complete adding 


that adds and multiplies up to 9 figures. machine on the market, easily carried in optional zipper case. 


All-Steel Case! Ov/y machine at this low price with stream- —_ Easy to use! 10-key keyboard, visible adding dials, red totals 


lined unbreakable steel case, in choice of smart colors. and sub-totals, oversize pica type, short stroke handle. 
ij : SWIFT BUSINESS MACHINES CORP. Dept. wo %y 
— . : Great Barrington, Mass. > 

: 4 MUST for executives, professional men, Please send booklet giving complete information about the 


stores, homes and large or small offices! new Swift Adding Machine: 


NAME 


COMPANY___ 


MAIL COUPON FOR FREE BOOKLET! yeaa ez: 


} 
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FOR ADDING, CALCULATING 
Tools of the Office 


(From Page 62) 

The illustrated Full-Keyboard machine, which adds, sub- 
tracts, multiplies and divides, sells for $295. This model is 
in use in billing departments, audit and statistical offices. 
There are five Plus models—three of which are part- 
keyboard machines priced at $100, $125, and $170; and two 
full-keyboard machines priced at $295 and $375. All are 
manual, key-drive operated. Special models for adding 
weight, liquid measure, or foreign currency are available on 
special order for $15 extra. 
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1. Barrett B192 

2. Plus Full-Keyboard model 
3. Allen-Wales 1LEN 

4. An R. C, Allen model 

5. Swift adding machine 

6. Olivetti No. 14 

7. Marchant Figurematic 


8. Addo Machine’s 
ealeulator 


9. Friden’s STW 
10. Felt & Tarrant 


Comptometer 


11. Underwood Sunstrand’s 
Adding Tabulating 


12. Victor’s 6-83-54 
13. Clary’s 188 
14, Burroughs’ 9-10-53 


15. L. C. Smith & Corona 
15. No. 8KA 


L. C. Smith & Corona Typewriters, Inc., 701 E. Washington 
St., Syracuse, N. Y. 


@ No changes in the Smith-Corona adding machine during 
the last year. The present model, 8KA, was introduced 
in May, 1949. Because of the international situation and 
the necessity of stepping-up the defense program, industry 
will be called upon to produce more than in the past. Small 
retail merchants, as well as many departments of large 
corporations, will have to operate with greater efficiency 
to make up for reduced personnel. This should result in a 
greater market for Smith-Corona adding machines. Total, 
sub-total, non-add, error and repeat keys all conveniently 
located. Plainly printed figures are always visible on the 
tap. One-stroke tape ejector brings the tape to the proper 
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FOR ADDING, CALCULATING 
Tools of the Oltice 


MICROFILM UNITS 
Tools of the Oftice 


position for tearing off. Capacity of the keyboard is 
99,499.99 and the totaling capacity of the machine is 999,- 
999.99, Priced at $107.50 plus taxes in Fair Trade states, 
but subject to change. Keyboard for adding 4, % and for 
counting the number of items added can be supplied on the 
8MA model adding machine at small additional charge. 
Also available: Smith-Corona cashier. Price $177.50 (no 
Federal Excise Tax). 


Swift Business Machines Corp., Great Barrington, Mass. 

@ Only one model produced by this company. Now has 
a smart, streamlined all-steel unbreakable case in a choice 
of grey, brown or black. Adds and multiplies up to nine 
figures, is not much larger than a telephone, and can fit 
into a desk drawer. Weighs 6% lbs. .Standard 10-key key- 
board; short stroke handle; visible adding dials; totals and 
sub-totals in red; over-size pica type; repeat key; one- 
stroke correction key; non-print key. Price $89.50, plus 
tax. Leatherette zipper carrying case $5. 


Underwood Corp., 1 Park Ave., New York 

@ They introduced the Adding Tabulator early this Spring. 
This ten key machine (No. 11240SP-13) has two registers 
which may be engaged to add cr subtract simultaneously 
or individually. Both registers have direct subtraction and 
credit balance and have listing capacity of 99,999,999,99 
and a totaling capacity of 999,999,999.99. Register may be 
engaged selectively by the operator or automatically by 
position of carriage. Equipped with automatic addition 
in one or both registers, automatic subtraction in one or 
both registers, automatic number printing, automatic cross 
tabulation and carriage return. Items print in black and 
totals and sub-totals in red and are further identified by 
symbols if positive or negative balances. Equipped with 
a 13” carriage which may be caused to tabulate and return 
or may be normalized for general adding machine work. 
Price $775. 


Victor Adding Machine Co., 3900 No. Rockwell St., Chicago 
@ No important changes in the Victor 10 key and full 
keyboard electric executive models have taken place since 
January 1, 1950. Continuous refinements have been made 
but no changes to effect sales or service. On the other 
hand, one very important policy change came about in 
January and that was to sell the Executive line, eight 
column models as complete machines which included the 
credit balance feature as standard equipment at no extra 
cost. 

“Heretofore, it has been cusomary throughout the in- 
dustry to offer the credit balance feature as an “extra” at 
prices ranging up to $35 in addition to the price of the ma- 
chine,” Victor says. “Victor initiated the policy of selling 
the standard eight column hand and electric machines com- 
plete with direct subtraction and credit balance as the com- 
plete machine with no extra cost for the credit balance 
feature.” 

Principal features of newest Victor models (6-83-54) 
(7-83-54) are precision built, compact and light weight and 
all eight column models in the executive line are complete 
with credit balance at no extra cost. 


Allen Wales Div., National Cash Register Corp., Dayton, Ohio 
@ They offer a completely new adding machine, Model 
11EN, designed for increased speed and accuracy with in- 
creased ease of operation. All controls are motorized bars 
grouped to right of keyboard. Credit balances are com- 
puted automatically and printed in one operation, same as 
any plus total. Subtractions, credit balances and sub-credit 
balances are printed in red. Increased ease of key depres- 
sion. Four-way spacing lever for single or double spacing, 
non-space (non-print) and automatic space-up of total to 
the tearing edge. Large answer dials; full visible keyboard 
permits checking amounts before adding them; stair-step 
key arrangement. Heavy duty construction for durability. 


Bolsey Corp. of America, 118 E. 25th St., New York 

@ Identified as the Visual Educational Unit, this com- 
pany’s product is composed of filming, projecting, and 
reading equipment that fit into a carrying case 18” x 15%” 
x 6%” deep. Weighs 163% lbs. It includes Bolsey B spe- 
cial camera and accessories, lights and foot switch, cable 
release, combined stand and screen, micro-reader and 
reading hood. Takes 35mm. film. Price $179.50 with carry- 
ing case and Federal tax included. 


Burroughs Adding Machine Co., Detroit, Mich. 

@ Their Microfilm Division reports that improved models 
of the Burroughs-Bell & Howell Recorder and Reader con- - 
tain 260 new features. Labelled BH 190-E, the unit is a 
high speed electrically operated camera-recorder for the 
photographing of documents on 100-feet rolls of 16 mm. 
film. A V-mirror arrangement permits simultaneous photo- 
recording of both the front and the back of a document, or 
optional one side filming using only half the width of the 
film on each of two runs through the camera. Will take 
documents up to 11” width. Controls and signals assure 
proper threading of film and automatic feeding of single 
documents. Price $3850, plus tax. 


Diebold, Inc., Flofilm Div., 45 Rockefeller Plaza, New York 
@ Recent addition to Diebold’s line of Microfilm equipment 
is the Flotilm 42” camera, designed with large drawings, 
maps and newspapers in mind. It is convertible to a film 
printer or flow type enlarger for making full size reproduc- 
tions on photo-sensitive paper from any 16 mm. or 35 mm. 
microfilm negatives. This model can be moved through any 
ordinary door. Caster-equipped. “When used in conjunc- 
tion with their small 91-01 Flofilm Processing Unit, an en- 
tire microfilm job can be done without any of the copy or 
film leaving the room,” maker says. Five month delivery. 
Other smaller models for complete microfilm process. 


Griscombe Products, Inc., 50 Beekman St., New York 

@ During the past year Griscombe has been concerned 
with adding to its line microfilm equipment to meet the 
rapidly growing demand of the general and specialized 
libraries. This is represented by the Library Reader, Model 
18T and 18F designed for newspaper and large engineering 
drawings reading. Manufacturing facilities have been 
expanded. Griscombe has also been riding the Filmcard 
trend whereby microfilm strips are filed in specially de- 
signed cards to conform with existing file systems. Their 
newest product is the Portable Microfilm Reader, designed 
primarily for desk-top reading or for projecting on a 
vertical screen or light-colored wall. For 16mm. and 35mm. 
film. Weight 17 Ibs. Price $150. This company puts out 
six models of camera, three of which are $695, one for 
$745, and two for $650; and six types of readers priced up 
to $380. 


Haloid Co., Inc., Rochester, N. Y. 

@ This company offers the Rectigraph Microfilm Projector 
as an accessory unit designed to adapt any model of Recti- 
graph photo-copying machine to make positive prints 
enlarged to any size within the limits of the machine on 
photocopy papers from 8mm., l6mm., and 35mm. film. 
The unit consists of lamphouse, condensing lenses, glass 
pressure plates, focusing barrel for lens, coupled with a 
digit counter for calibration of different focusing positions, 
and a 24%” F68 lens. Movement of processed film is 
started and stopped by use of a photoelectric cell built 
into this enlarger. 

The photoelectric cell principle assures perfect alignment 
of the film image projected into the magazine at curtain 
edge—also automatically advances the film after each 
exposure. This projector unit interferes in no way with the 
normal use of Rectigraph, nor is it ever necessary to 
remove it from the machine. It may be swung up out of 
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MICROFILM UNITS 
Tools of the Office 


the way at any time when not required. Rectigraph equip- 
ped with the Rectigraph film projector provides the advan- 
tages of making photographic copies, easily and economic- 
ally, from either the original subject or from film. Fits 
and Rectigraph or Foto-Flo model. Only model!l—price, 
about $2,900, including tax. 


Recordak Corp., 350 Madison Ave., New York 

@ On July 27th Recordak announced a change in its mer- 
chandising plan so that Recordak equipment is now made 
available either on a rental basis or for outright purchase. 
Most significant trend in microfilming at present time is 
the tremendous demand for record protection brought 
about by Korean outbreak. Business and industrial organ- 
izations are rushing to microfilm their vital records as a 
protection against possibility of atomic bombing. Records, 
occupying as little as 1% of the space required by the 
original documents, can readily be stored in locations re- 
mote from probability of attack. Many organizations have 
adapted microfilming systems to their current accounting 
and recordkeeping procedures. Recordak’s latest contribu- 
tion to microfilm systems is their Triplex Microfilmer. In- 
terchangeable film units giving four different ratios of re- 
duction make it adaptable to wide variety of uses. Docu- 
ments up to 14” wide can be photographed either front or 
front and back at will .Two methods of microfilming 
available: Standard (using full width of film at each ex- 
posure); and Duo (documents are photographed on one 
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half of width of film. Then film is reversed and other half 
is exposed—the images running in other direction. Acces- 
sories include choice of various automatic feeders and filing 
cabinets. Triplex sells for $3,000, or can be rented at $60 
per month. Other models in Recordak line of 16mm. micro- 
film equipment range from $975 to $4,000; rental from $15 
to $60 monthly. Three models of machines and an en- 
larger. Enlarger cannot be rented. 


Remington Rand, Inc., 315 Fourth Ave., New York 

@ During the past year Remington Rand took over the 
sale of the American Optical l6mm Microfilm Reader. In 
addition, it took over on a non-exclusive basis the sale of 
the Micro X-Ray Recorder (hospital applications). In line 
with the X-Ray Recorder, they have also taken over the 
sale (non-exclusive basis) of the Griscombe Microlilm 
Reader which is used with 16mm or 35mm films. Reming- 
ton Rand thinks the trend is to greater diameters of reduc- 
tion which allows more documents to be put on a given 
length of film. Higher rates of feeding is another trend 
spotted by Remington Rand. Features of the AO Reader 
are: four-speed automatic film transport, texture-free 
screen, safe yet brighter illumination, simple focussing, 
light weight. Prices: Remington Rand Film-A-Record, 
$1975: readers, $400 to $725. All Purchasable—some avail- 
able for rental. 


United States Microfilm Corp., 444 Madison Ave., New York 
@ This company reports that no changes have been made 
in their equipment. This is a combination camera and 
reader (Model C-R 35) in a basic housing of polished wood 
with chrome trimmings. Table and file equipment for 
microfilm rolls are extra. 
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1, Griscombe’s Portable Unit; 2, Remington Rand’s AO Reader; 3, Bolsey Co.’s Port- 

able Microfilmer; 4, Recordak’s Triplex Microfilmer; 5, Diebold’s Model 90-46 Camera; 

6, Burroughs’ B & H 190-E Recorder; 7, United States Microfilm Co.’s Camera-Reader; 
8, Haloid Co.’s Rectigraph Projector. 
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WHICH OF THESE 
BOSTITCH STAPLERS 
IS THE BETTER BUY FOR YOU? 


Bostitch B& Staplers cost so little and do 
30 much, most any office can afford one for 
everyone who does any stapling at all. Will 
staple up to 32 sheets of 20 Ib bond. Does 
away with stapler +++@ serious 
waste of office time. Three staplers in one, it 


Bostitch B5 Staplers get the nod for the 
heavy-fisted jobs. When there's a lot of 
stapling to be done, this sturdy “work horse” 
of the office stapling field saves time and 
money. Jam-free, quick-and-easy to load, it 
holds 200 staples. With its buse swung back, 
it serves as a tacker, too. 


FOR OVER-ALL STAPLING EFFICIENCY ; 
CHOOSE BOSTITCH 


Years ago, Bostitch abandoned old -fashioned 
ideas in desk staplers. It combined modern design 
with engineering research to produce staplers that 
are easy to load, powerful yet easy to operate, dur- 
able and accurate, and look like what they are — 
tops in the office stapling field. 

Bostitch precision-made staples, too — the 
product of 50 years’ manufacturing experience — 
have earned the right to be called the world’s finest 


rately and uniformly shaped. They are your assur- 
ance of perfect stapling performance — your in- 
surance against waste and delays when cheaply 
made staples give trouble in your machines. 

It will pay you, as many office managers could 
tell you, to standardize on Bostitch B-Line Staplers 
and Staples. For complete information, call in your 
local stationery supplier or use the coupon below. 
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office staples. The wire is held within close toler- 
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ances of size and temper and the staples are accu- BOSTITCH,674 Mechanic Street, Westerly, Rhode Island 
i Please see that | get complete details and quantity prices on I 
Bostitch B-Line Staplers and Staples. . 
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NO. 1805 
SENIOR SPRINGREST 
with adjustable 
Spring-Tension Back 


er 
NO. 1800 


SENIOR EXECUTIVE 

Conventional Type; 

Seat and Back Tilt 
Together 


You'll never know what a Sturgis post- 
ure chair can do for your health, well- 
being and job performance till you try 
one. So call your Sturgis dealer* and tell 
him which of these two luxurious exec- 
utive chairs you'd like to try. No 
obligation naturally. 


*We'll send you his name if you don’t know it. 
We'll also send you a stimulating booklet, 
“The High Cost of Sitting”. 


THE 


& 
WS POSTURE CHAIR CO. 
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_ FILING COST TOO MUCH? 


(From Page 43) 


been my observation that there is still much more 
filing of this sort of correspondence done than seems 
necessary, and in such cases it usually means that two 
files are maintained within the same company on the 
same subject, one at each location. 


If it is thought that a hand-written marginal reply 
on the original letter, previously mentioned as the 
quickest, easiest, and most economical method of 
answering a written question, is too informal or un- 
dignified, or if the reply is of such a length that it is 
inadvisable to attempt to write in longhand, and it 
is decided that a letter should be written, why make 
a copy of the reply, or, why file either the request for 
information or the copy of the reply? Why not type 
the reply at the bottom, or on the reverse side of the 
letter of inquiry and return it to the sender? 


EXAMINE THE FILES 


In these remarks I have tried to keep in mind 
placing emphasis on the need for examining critical- 
ly the office files and records that are retained and 
the period during which they should be retained. 
Some of you might hold that photographic reproduc- 
tion, or micro-filming, makes possible the elimination 
of many files and records, but for the purpose of this 
discussion I have considered micro-filming as a filing 
method and have not dwelt upon its values—or for 
that matter on the value of any other filing method 
or filing device. 

Such a program as I propose if it is to be success- 
ful needs motivating, guidance and policing. I sug- 
gest the following: 


(1) Top management must support it and set the 
example. 

(2) The assigning, or procuring, of filing equip- 
ment, and making it available to each dictator, should 
be closely controlled. It will be found to be good 
practise to make it difficult for anyone to get addi- 
| tional filing equipment. 


| (3) The filing practices and problem must be pol- 
iced by someone delegated to do the job by and for 
top management. This policing should be performed 
| at least once a year with a report to top management 
|of the status of the files in each department. Any 
cases involving offenders must be handled firmly. 


In conclusion, a good point to keep in mind is 
‘that at the start of such a program considerable edu- 
|cating must be done. Habits of a lifetime must be 
broken and new ones formed and no one must feel 
‘that he will be criticized unduly or unfairly for fol- 
\lowing the program advocated if a correspondence 
file cannot be located. Experience has shown that the 
urge to protect ourselves (the urge for self-preserva 
tion) is so strong in most of us that there has been 
no trouble experienced by the dictators in differen- 
tiating between the few correspondence files having 
some importance that should be retained and the 
bulk of such files that should be destroyed when the 
‘last question has been answered. 
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How to get office work 
done efficiently, quickly 
and at reasonable cost 


ERE is a book which 

brings the scientific 
approach to the practice 
of office management, 
giving you keys to 
sound organization and 
procedure. It describes 
specific ‘techniques for 
planning, instituting, and 
controlling the meas- 
ures needed to correct 
weaknesses, improve 
output, and reduce costs. 


Just Published! 


Revised New 3rd Edition 
TEXTBOOK OF 


OFFICE 
MANAGEMENT 


By William H. Leffingwell 
and Edwin M. Robinson 


Professor of Management, Boston University, 
formerly General Office Manager, B. Kuppen- 
heimer & Company, The Liquid Carbonic Company. 


Tus book shows you how to analyze 

the office organization, its physical 
setup, the individual worker, and the 
individual work or service routine, for 
the contribution of each to the efficient, 
economical output of the office. It gives 
you specific methods for improving the 
performance of each of these elements 
—tells you how 
to bring up pro- 
duction without 


Check These Special 
Features 


“driving” ; 
@ latest information how to control 
on the office man- . 
“a operations 


@a Check List for 
office managers 

@ up-to-date informa- 
tion on correspond- 
ence, transcribing, 
interviewing, and 
testing. 


and how to de- 
tect the causes 
of wasted time. 
effort, and ma- 
terials. 


@ timely data on of- 


fice unionization Ju st reading 


this book will 
yield the kind of 
ideas you want to apply at once to 
your own office. Then as you give it 
more study you will find spot after spot 
for future reference—specific techniques 
to check wasted time and effort and to 
increase output in one department of 
your office set-up. 

Besides this step-by-step, what-to-do 
information, you get the latest machines, 
systems, and services in use today. 
Modern equipment and techniques are 
evaluated to show you how they fit 
specific requirements. 


649 pages, 69 illustrations, $5.00 
Please Send Check With Your Order! 


Office Management and Equipment 
212 Fifth Ave. New York 10, N. Y. 
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for the 
best results 
you’ve ever seen 


You'tt never know what really 
splendid results you can get with 
your present photocopier until 
you've tried new, low-cost Koda- 
graph Contact Paper. 


Then ...you'll see your letters, 
charts, and other originals repro- 
duced in dense photographic blacks, 
clean whites... with a new sharp- 
ness and sparkle that makes reading 
a pleasure. 


In addition, you'll find that Koda- 
graph Contact Paper is easier, more 
economical to process. It has wide 
latitude...and exceptional uniform- 
ity —from sheet to sheet. Thus, your 
operator can forget about split- 
second timing, trial-and-error testing 
—she can give you photocopies faster 
... With less waste. 


But see for yourself — just order 
“Kodagraph Contact Paper.” 


Kodagraph Contact Paper 


“"THE BIG NEW PLUS’ IN THE OFFICE-COPY FIELD 


Mail coupon for 


EASTMAN KODAK COMPANY 72 
free booklet 


Industrial Photographic Division 
Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Document and Drawing Repro- 
duction”. . . your new free booklet giving full details on Kodagraph Contact Paper. 


Name (Please Print) Department Va ca 
Company , 
Street L* 

> Kod 
City ‘- HAUS 
State 
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; support! 


common-sense % 


No typewriter can 
operate smoothly on 
a bouncy, unstable 
foundation. Don’t 
blame the typist 
or the typewriter! 
JAC-A-DESK is 
the perfect 
answer! 


Satin-finished, rubber-tipped, telescoping 
JAC-A-DESK goes up in a jiffy...down in 
a jiffy. Wedges platform solid as a rock! 


$3.95 


, Skipping. crowding, jamming, uneven work are more 
often symptoms of a worn and wobbly desk- platform — 
than need of machine repair. 


Typewriters were built to operate on a solid, firm 
base; any wobble or springiness upsets its precise mech- 
anism. Yet 9 out of 10 typewriter platforms are worn and 
wobbly causing slovenly work and time-consuming cor- 
rections. Jac-a-desk expands from floor to platform, auto- 
matically wedge-locking into a support as firm and solid 
as the floor itself. Typists love Jac-a-desk because it’s less 
tiring .. . office managers praise its economical efficiency ! 


Complete....... 


At better dealers everywhere. Jobbers write. 


; c-a-desk 


Non-snag, satin-finish, support rod 
telescopes with wedgelock action to give 
solid, firm typewriter —— 


Expands from 16" to 31" 


TRADEMARK 
REGISTERED 


wa 


GONCO MANUFACTURING CO. 

- al . . . 
1259 South La Brea Avenue, Los Angeles, California 
Canadian Distributors: UNDERWOOD LTD., 135 VICTORIA ST., TORONTO 
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INSTEAD OF COSTLY REPAIR OR REPLACEMENT | 
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WORKING TO MUSIC 


(From Page 45) 


conductors and arrangers know that the music is 
voing to be played for people at work and they or- 
i\chestrate and arrange it accordingly, leaving out 
| brassy effects, blaring “hot” solos, and other musical 
devices which tend to distract. These are the musical 
“tricks” used to attract attention when they are play- 
ing and arranging for the radio, night club, or thea- 
tre audiences when entertainment and diversion are 
the purpose. But when recording functional music 
for the office they follow the non-distracting pattern 
Muzak has planned and tested. 

This specially arranged music is recorded in Mu- 
zak’s own sound-treated studios, where the recording 
engineer takes it down at a constant volume level, a 
double check against any attention-getting factors. 
All transcriptions are vertically cut. The music 1s 
recorded in the deepest part of the grooves in the 
discs, in a hill-and-dale.movement rather than lat- 
erally cut on the sides of the grooves, as in ordinary 
records, to do away with surface noises and distor- 
tion due to friction-worn groove sides. After the tran- 
scription is cut, it is processed in Muzak’s own plant 
and the final transcriptions are pressed in Vinyliie 
compounded in the Muzak plant to insure the desired 
quality. Each of the sixty-nine Muzak franchise hold- 
ers in the United States, Canada, Mexico, Hawaii, 
and Puerto Rico receive these discs for their libraries 
of functional music. Following the special program 
schedules sent out from New York headquarters, cach 
lranchiser uses his 6,000-selection library in transmit- 
ting office, industrial, and background music program 
from his central ‘sending’ studio to subscribers in his 
franchise area. 

The Muzak installation in the home office of the 
Aetna Insurance Company of Hartford, Conn., 1s 
typical of the use of work music in offices. The music 
was played in a limited area here for a three-month 
period. After a survey of the establishment from an 
acoustical angle to determine the most effective dis- 
tribution of sound, Muzak engineers installed their 
specially devised amplifying units around the offices 
in the indicated positions. The music was played in 
three 20-minute periods in the morning and again in 
the afternoon, the amount of music prescribed by the 
Muzak Research Department for that type of opera- 
| Lion. 
| At the end of the three-month period Muzak con- 
'ducted its regular survey to determine the effective- 
ness of the program. Of the 262 people in the 1.B.M. 
/areas covered, 97°, agreed that the music was help- 
ful and that they liked working to music; 93.6% found 
the time going faster; 91.7°% said it helped to break 

the monotony of their work and 90.9°,, noted a deft- 
nite ‘lift?’ when the music was playing. 


Individual comment revealed the general attitude 
of the employees. A young woman clerk wrote, “Play 
more... especially on rainy days.” A stenographer 
-admitted, “Personally I accomplish more while the 
music is on.” An accounting executive commented, 
| “Less talk . . . more work with music. This is very 
noticeable in our department.” | woman compto- 


{ 
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Because they last longer and giv 


heir duplicating dolla 


F e fort 
P.A.’s always get MOF ucts assure you of dep 


se high quality prod 
That’s the big reaso 
bought the Webster brand. 


supplies. The 
after day after day. 
61 years have consistently 


e better service. 


rs when they buy Ww 
endable service day 


n why leading offices for the past 


EXTRA WEAR MEANS EXTRA VALUE IN EVERY WEBSTER PRODUCT 


1. Webster's Tabulating Ribbons . . . made with high 
grade, woven edge cloth, properly inked for each type of 


machine to guarantee longer wear. 


2. Webster's Micrometric Carbon Paper . . . with its ex- 
clusive numbered edge eliminates retyping for spacing 
errors. Gives clear, sharp impressions even after continuous 


hard usage. 


3. Webster's Pencil Carbon . . . gives 100 impressions which 


last as long as the paper on which they are written. 


4. Webster's MultiKopy Typewriter Ribbons have to be 
changed only half as often as standard ribbons. Made in extra 


lengths with special ink formulas for every typewriter. 


Next time you need long lasting duplicating supplies of 
dependable quality, order Webster's. Consult your nearest 
dealer or write to F. S. Webster, 9 Amherst St., Cambridge, 
Massachusetts. 


F.S. WEBSTER COMPANY 


Webster’s warehouses in key cities from coast to coast: 


New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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meter operator over fifty remarked, “I am one of those 
who sat on the seat of scorn at first and am now 
throroughly sold on it. It adds to the day’s working 
pleasure.” 

The company decided to further check employee 
reaction by turning the music off for a two-day pe- 
riod of contrast. Sealed envelopes were provided for 
any unsigned comment that might be forthcoming. 
The comments ran like this: “I never realized how 
endless a day is until the music was turned off yes- 
terday and today”; “No, No, No., don’t stop the mu- 
sic!”; “Music eliminates reference to the clock”; and 
“I believe it has increased the efficiency of my clerks”. 

At the end of six months the Personnel Depart- 
ment made another check, this time on the basis of 
bonus efficiency ratings, and discovered that music 
had increased the departments’ production 5% since 
the initial installation. 


More than one company has discovered that con- 
trolled music, by easing tension, improving employee 
attitude toward work, and relieving fatigue and 
monotony, has a salutary effect on production curves 
and can even reduce the number of errors in a given 
department. One large insurance company had _ its 
Methods Department conduct a year-long study ot 
the effectiveness of Muzak in three specific depart- 
ments—the verifier operators, filing, and key punch 
departments and compare its findings with produc- 
tion figures for the preceding year when they did not 
have music. The study showed an increase in produc- 
tive efficiency ranging from 4% to 19.3% in the three 


departments and a reduction in errors ranging from 
3-597% to 40.2%. 

Another detailed study was made at the Army Map 
Service in Washington, D. C., where the 1,447 em- 
ployees work to Muzak provided for by funds from 
their Welfare Fund. Here 137 supervisors were in- 
terrogated and 44.5% of them reported an increase 
in productive efficiency; 54.89% reported a decrease 
in unnecessary conversation; 67.2% noticed an im- 
proved employee attitude toward work; and 48.2% 
said there was a noticeable decline in apparent tired- 
ness. 


METHODS MEN 


(From Page 33) 

ernment as vendor or in other ways the blessings may 
be more immediate and tangible. Many projects of 
the division are born, thrive, and pass into limbo with 
nothing to mark their passing but the gauntness ol 
the staff members who have sweated them out. Others 
are permanently memorialized in regulations, execu- 
tive orders, or even the law of the land. 

What are the people like who do this work? How, 
specifically, do they go about it? 

In the Federal service a journeyman methods man 
is called an administrative analyst. There’s a liveiy 
debate as to whether he’s born or made. You can cite 
a lot of good cases either way. For instance, take 
Arnold Miles and Larry Hoelscher, long key men 
in the Division. (To page 74) 
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1950 
NATIONAL SYSTEMS 
MEETING 


THURSDAY & FRIDAY, OCT. 19 & 20 
IN NEW YORK CITY AT THE 
HOTEL NEW YORKER 


Conference Theme—Coordinating Systems 
Work with Management Planning. 


PROGRAM EXCERPTS— 


Integrating the Systems Organization 


Gaining Acceptance of Systems Work 
Developing Systems Personnel 


Survey and Analysis 


Personnel and Organization Studies 
Procedures—a Challenge 
Simplifying the Clerical Operation 


Standardization for Better Management 


Human Work and Effort 
Mechanical Work Output 
Quality Control 


Management Applications of Systems 


Forum Discussions 


All topics to be presented by outstanding speakers in 
the management field. 


e The Systems and Procedures Association of 
America, an association of methods specialists 
devoted to the development and application of 
good office and plant procedures, invites exe- 
cutives and others whose responsibilities have a 
direct influence on this work to attend this con- 
ference and participate in the two-day confer- 
ence program. 


For information and reservations write to 


Gibbs Myers, 100 Kingsland Road, Clifton, N. J. 


Sponsored by the 


Systems and Procedures Association 
of America 


September, 1950 


Pencils that can stand the gaff of 
daily office routine, and resist the 
common breakage so irritating to the 
office worker, pay you a double divi- 
dend—in lowered expense and less 
work interruption. 


Such pencils are General’s Pencils 
. . » because General’s are Carbo- 
Welded* to give longer, more de- 
pendable use . . . actually assure you 
of visible savings in time and money. 
Why not begin your savings now by 
ordering General’s from your dealer 
today. 

* General’s exclusive process that 


binds lead to wood in one, insepa- 
rable unit. 


Be Sure to Ask for 
These Office Leaders! 


SEMI-HEX OFFICE PENCIL 
5 degrees: No. 1-2-2 2/4-3-4 


COLOR-TEX THIN-LEAD 
(Wet-Proof) 
COLORED PENCIL 


30 Brilliant Colors 


Packaged in 4 gross boxes of one 
color, each; also in sets of 12 and 
24 assorted colors. 


GENERAL _ |/f 
PENCIL COMPANY ||] 


67-73 Fleet Street 
Jersey City 6, N. J. 
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A Smead 
file is 
=s. better... 


Because - - - Our business, for 44 years, 
has been built on knowing the filing 
requirements of your business. 


Because -- Our products are all “OFFICE 
TESTED” before being marketed. 

Because - - No manufacturer can possibly use 
better materials than consistently 
go into the Smead line. 


Consult your Stationer Get the facts! 


T 
HE Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 
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TWIRLIT PAPER DRILLS 


DO WHAT A PAPER PUNCH CAN'T DO! 


MULTIPLE DRILL. Detachable, in- % shown. Space between holes eas- 
ssisrangeable heads. Base size } ily adjustable for accurate center 
ek CAPACITY. “tents ne toe $3, enter distance from 1%"' to 
{80 sheets, %&"° bound magazines. : 

‘ PRECISION ADJUSTMENT. Etched 
DRILLS CLEAN THRU. No wrinkled } fustless scale and ruled side quide 
papers, chewed edges, slip-page. 4 Takes centering easy and exact. 
Accurate and clean as a whistle. § Insures uniform margains. 


. DURABLE, ATTRACTIVE. Hollow. 
A wae. DOES IT. No pounding, heat treated, steel cutters, razor 
punching, squeern pressure re- edge cutting lip. Cast iron body 
qared. A few light turns drills finished in attractive baked en- 
300 pages. amel. Fittings of smart, rustproof 
nickel. Rubber feet, Beautifully 
WIDELY ADAPTABLE. Interchange- packaged. Other models and 
able and detachable heads as capacities. 


TWIRLIT 
SENIOR 


TWIRLIT 
ee 


Write For Catalog 


MITCHELL CORPORATION 


143 Matthews Ave, Hagerstown, Md. 
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Miles came down to Washington to pitch into the 
war effort and he has been a seven-year wonder. He 
plays by ear, but he is a “natural” with a feel for the 
practical solution which will both work and keep 
people happy. Too often a Washington compromise 
will either throw the baby away with the bathwater 
or create a lifelong enmity. 

Miles looks back on his success with humorous 
amazement. “I guess I'm a natural born mother-ia- 
law”, he says. “All I seem to do is shake my finger 
in someone’s face and say ‘Not that way’. I’m always 
surprised when I make it stick.” 

The life and works of Larry Hoelscher, on the other 
hand, provide ammunition for the “Management is 
a Science, not an Art” school of thought. Hoelscher 
was trained in engineering and worked for a number 
of years for a private consulting engineer. Then he was 
Assistant City Manager and City Manager of Fort 
Worth before joining Burezu ranks. 

He has a test tube mind into which all elements ol 
a problem are carefully measured. Then they are sub- 
jected to a fair objective, but ruthless analysis. 

“That's a son-ol-a-gun. I'm going to see Larry and 
break it down.”’ Any staff member who gets a problem 
too tough to handle is likely to be heard making some 
such remark. 

Hoelscher worries a great deal about man’s inhu- 
manity to management. Once he remarked lugubri- 
ously, “This is screwy work. We never see anything 
unless there’s something the matter with it.” Screwy 
or not the work is meat and drink to Hoelscher, which 
adds up to a rare event—a break for John Q. Public. 

While the methods are not as important as the men, 
some of them are pretty interesting. The backbone 
analytical tool of this work is the process chart—a 
shorthand for the carriage trade—and the six honest 
serving men—What, Why, When, Where, Who, and 
How? 

If you want to simplify a government procedure, 
first you must catch the procedure with a_ process 
chart. That is, you ask some employee what goes on in 
his office and put it down like this. 

“I write a letter,” he says. 

“Ah ha, an operation”, you say to yourself and put 
this in your notebook.—‘“O” 

“IT put it in my ‘out’ basket, where it stays until 
the typist gets it, types it and carries it to my boss for 
approval,” he adds. You scribble like mad in your 
notebook and when you get through it looks like this: 

1. O Operation—-write letter 

2. Storage—in ‘out’ basket 

3. O Operation—typing letter 

4. O  Transportation—by typist to boss 


5. Storage—in boss’ ‘in’ basket 3 to 5 days 
6. O- Inspection and Operation—boss reviews and 
signs 


“Goddelmighty”, you say, “government red tape!” 

All right, wise guy, what would you do to streamline 
this process? Take a hint—you won't get to first base 
without the six honest serving men. 

Take each of these six steps and start firing the 
questions—what, why, when, where, who, and how?— 
at each step in succession. On step Number One you 
hit a little pay dirt when you get to “how?” 


(To page 76) 
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Ask your stationer to 
show you WELDON 
ROBERTS ‘JET’ 
ERASERS. Look for— 
buy from—this Jet 
Display Card that 
you'll see im many 
stores. 


HI-POPULARITY 
‘CONVENIENCE’ ERASER 


In Attractive 
Transparent Holder 


Cures eraser “losers”, gratifies eraser 


users. Saves no end of time. Cylin- 
drical stick eraser of finest rubber 
choose RED FOR PENCIL ERAS- 
ING, GRAY FOR INK. 


Pocket Clip Style for 
General Use 


Brush Whisk Style for Typists 
(illustrated) 


Refills, of course. 


Not a mechanical gadget. Just unscrew 
the cap and move the eraser forward. 


Tops for typing, accounting, drafting, 
executive, professional and student use. 


ne 


Correct Mistakes in Any Language, 


“GRAY for 7 


No. 82 


ih 


ULL 


TET vWoiders ore Ave\nbie Separately 
WELOONW ne wpa RUBBER CO, NEWARK, M4, UB A 


‘No for Pencil 


0.825 


Hil 


fraser Refills 


WELDON ROBERTS RUBBER CO. 
NEWARK 7, N. J. 


September, 1950 
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famous jor good looks... 


Made of hard vulcanized 
dna Vul-Cots give a lifetime of service. They are 
attractive, light weight, noiseless, do not crack, 
do not mar floors or 
fixtures. Vul-Cots greatly reduce waste handling and 
maintenance costs. Write today for catalog sheet giv- 


splinter, dent, rust or corrode... 


ing sizes, prices and discounts. 


Practical Styles: Round Taper (Nos. 2 & 3) pop- 
ular for office and school room use; Square Taper 
(No. 5) a distinctive style ideal for executive of- 
fices; Round Straight (Nos. 9 & 10) perfect for 
washrooms, basements, stores, mail rooms, fac - 
tories. All styles are available in two standard 
colors: maroon-brown and olive-green. 


Wew! Vmproved/ 


Greatly iemaovel manufacturing process 
makes le new bonded seam construc- 
tion. This adds strength, improves appear- 
ance, assures cleaner waste handiin 

your assurance of an even finer Vul Coot! 


For Sale by Stationers Everywhere 


when used only as a waste basket. If during 
that time in such service it proves defective, 
return and a new basket will be supplied. 


NATIONAL VULCANIZED FIBRE CO, 
Wilmington, Delaware, U.S. A. 


NATIONAL VULCANIZED FIBRE COMPANY 
DELAWARE 


WILMINGTON . 


. AESSUERLESLIZSISIZ ISS /, 
UATANLCE trie vur-Cot waste basket 


with ordinary usage should last a lifetime. It is 
absolutely guaranteed as to material and work. 
manship for a period of five years from date of purchase, 
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NO USE 
LOOKING, 
OSCAR eee You 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


ELIMINATE ERRORS. 
There is no chance of 
slipping a check into the 
wrong envelope when you use Paycheck “Outlook” Envelopes. 
Name of recipient appears only on the check itself and can be 
seen through the glassine transparency. 


INSURE PRIVACY much desired by every employer and em- 

ployee. Envelopes are made of special blue opaque paper, a 

| 2 gn to each wage earner that his check cannot be seen 
y the curious or inquisitive. 


SAVE ADDRESSING. Paycheck “Outlook” Envelopes save the 
entire time and cost of ey | regular envelopes. Check 
can be inserted and sealed in a jiffy, no chance a mix-up. 
A distinctive lift to personnel relations. 


TAILOR MADE FOR YOU. Envelopes can be made practically 
any size, with the “Outlook” feature of a size and in position 
to register with whatever you want to show on the check. 


“RTE TOOAY! ) Send us check you are now using and we will submit 
\ sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


MOISTENS, DISPENSES, APPLIES 
STAMPS AND SEALS ENVELOPES 


At last a practical stamp dispenser for large or small mailings. 
Holds full roll of postage stamps. With one simple movement 
of your thumb Jiffy Mailer moistens and dispenses stamps. Ends 
licking of stamps and envelop Moistens labels . . . without 
removing stamps. Applies up to 2,000 stamps per hour. Clear, 
sturdy plastic. No moving parts. Satisfaction or full refund. 
Order one for each stamp denomination. Stamp 

rolls at any Post Office $1 95 


r------ and mail coupon today aieitenienbene | 


“Why must this man write his letter in long 
hand? Surely it would save time to dictate.” 

O. K., make a note of that. 

When you fire the question “who” at step Number 
Four— typist carries letter to boss—you get another 
trace of “color”. 

“So they’re using typists for messengers down in 
Washington. Very interesting! Don’t they know there's 
a cold war on?” 

So you make a note to put a stop to that. 

However, in this case the $64 question proves to 
be “why?—applied to step Number Six.” 

The letter is a reply to a question from a farmer 
about a regulation relating to the purchase of a plow. 
The employee who writes the letter knows the regula- 
tion so well he could quote it in his sleep and fre- 
quently does. When you ask the supervisor why, under 
the circumstances, he reviews these letters, he admits 
it’s just habit and authorizes the employee to sign his 
own letters. 

Thus, steps 4, 5, and 6—those which are most 
wasteful and delaying—are eliminated completely. 
The supervisor’s time is saved, the typists’ time is 
saved, the employee who writes the letter finds a new 
dignity in his job and a farmer way out in Kansas 
gets his plow in time for the spring planting. In 
other words, the public has been served. 


WITH THE ASSOCIATIONS 


The first meeting of the year for the Transcription Su- 
pervisors Association of New York, will be held Sept. 11th 
at Whyte’s Restaurant, New York. 

The following officers, elected for the 1950-51 term, will 
be installed by Mrs. Dorothy Titchener, president of the 
New York State Business & Professional Women’s Clubs: 
Miss Anna Rathjen, Cornell & Underhill, Inc., Hoboken, 
N. J., president; Miss Carina Meyers, American Steel & 
Wire Co., lst vice-president; Mrs. Maud Curry, Columbia 


Miss Anna Rathjen 


Engineering Co., 2nd vice-president; Mrs. Mary Berendes, 
Consolidated Edison Co. of N. Y., Inc., recording secre- 
tary; Miss Margaret Turncliff, Otis Elevator Co., corre- 
sponding secretary, and Mrs. Rose Brown, United States 
Life Insurance Co., treasurer. 

Following the installation of officers, Miss Mary Don- 
lon, chairman, Workmen’s Compensation Board, State of 
New York, will discuss the problem of Social Security 
with particular relation to the Federal program and the 
new State Disability Benefits law. 


The Office Management Association of Chicago an- 


i I P . i F e h 
., Dept. MI, 6 N. First St., Arcadia, Calif. nounces that it has again signed a contract with the 
. ae ee 16 yagi I Stevens Hotel in that city, and that an exhibition hall and 
Enclosed is $....... Please send ...... Silty Mailers te: ; meeting rooms have been leased for the 1951 Office Equip- 
Lae ment Display which will be held in conjunction with the 
I SEE nu cppcepudevrabs senders untidea RIOD. viabisntocsccuedasine tons ! Siciiane scheduled tox Cloeiee 26th-March Ist, 1951. 
1 BND ccntnncdcssocndeaxivecenaenve SE TRONS. oo cricinsgnsovevesess se om (To page 81) 
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Most Useful 
Items In 
Your Stock 
— and 
Therefore 
One of the 


| MOST ECONOMICAL 


| ACCOPRESS | 
BINDERS | 


| Some firms use thousands of Accopress Binders 
} every year—because there is no department 
| where they are not useful. For temporary or 
| permanent binding, for current files or long |} 
| storage, for a few letters or 2,000 invoices,  j} 
Accopress Binders keep all kinds of papers safe __ {ii} 
at minimum cost. 


| See your Acco catalog for styles. 
| - ACCO PRODUCTS, Inc. 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


DUTY 
STEEL REINFORCED 
UTILITY CANS 


Specially Hardened Fibre 

Heavy Steel Top Rim 
and Bottom 

Metal Hand Holes 

Straight Sided 


No. 150 Series with Noiseless 
Rubber Casters 
No. 110 Series without Casters 


Green, Brown or Gray 


FEDCO FIBRE 
TRUCKS 


Speediest Hand Trans- 
portation. In Factories, 
Warehouses, Stock- 
rooms. Superior Grade 
Hard Vulcanized Fibre. 
Silent Rubber Wheels. 


Write for Description of Fedco 
Better Built Tote Boxes and Mill Boxes. 


Bainbridge, Kimpton & Haupt, Inc. 


218 Greenwich St. New York 8, N. Y. 


| 


BUSINESS 
SYSTEMS 


700 Jamaica Ave. Brooklyn 8,NY. 


Be sure to look 
for this name - 


it’s the only way to be sure! 


THE ARTGUM BRAND, standard for half 
a century. A product of The Rosenthal Co. 


45 East 17th St., New York 3. 


September, 1950 
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COLONIA The Newest and 
Best in a Com- 

plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


a 
Trade Mark 
Spirit and Liquid and Cream 
Gelatin Carbons Cleansers 
Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 


The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


COMING EVENTS 


SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices - 


Controllers Institute of America. .September 17th-20th 
19th Annual Meeting 
Edgewater Beach Hotel, Chicago 
Life Office Management Association 
September 25th-27th 
1950 Annual Conference 
Royal York Hotel, Toronto, Ontario 
National Institute of Governmental Purchasing 
October 8th-11th 
Fifth Annual Conference and Products Exhibit 
Hotel Schroeder, Milwaukee 
Institute of Newspaper Controllers & 
Finance OMCere .....6..0ciccce October 15th-18th 
Cleveland Hotel, Cleveland, Ohio 
Syotems & Procedures Association of America 
October 19th-20th 
1950 National Systems Meeting 
Hotel New Yorker, New York 
Systems & Procedures Association 
(Los Angeles Chapter).............. October 23rd 
Systems Conference 
University of California at Ios Angeles 
National Business Show Oct. 23rd-28th 
Annual Show and Office \Week Forums 
Grand Central Palace, New York 
Industrial Management Society... November 2nd-3rd 
Annual Time, Motion & Management Clinic 
Sheraton Hotel, Chicago 
Office Management Association of Chicago 
February 26th. March Ist 
1951 Office Equipment Display & Seminar 
Stevens Hotel, Chicago 


American Management Association— 
Divisional Conferences 


One Dozen Two Dozen Gross 
Size Ormore ormore of more 


14%4"15" 1" $1.20 ca. $1.00ca. $ .85 ea. 
164%" 17" 1" $1.50 $1.25 $1.06 
16%" 17" 2" $2.40 $2.00 $1.70 


Steno Size Reversible covers — attractive 
Spongex123R green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
Standard ions (225R) made of light- 


ee I ee Ee October 2nd-4th 
Statler Hotel, New York 
Office Management ............... October 30th-31st 
Statler Hotel, New York 
eee ar er November 16th-17th 
Drake Hotel, Chicago 
a ee November 30th-December Ist 
Waldorf Astoria, New York 
NOI is cena cea esr ak December 11th-12th 
Drake Hotel, Chicago 
General Management............. January 15th-18th 
Biltmore Hotel, Los Angeles 
WE on wecteanive bancnean nee February 26th-28th 
Palmer House, Chicago 
re eee March 12th-13th 
Waldorf Astoria, New York 
I, sy trwedesc yctddaeneanaa — 26th-27th 
Waldorf Astoria, New Yo 
UR Cada caek cis aaa nis wie daloa Roel 17th-20th 
Auditorium, Atlantic City, N. J. 
PN. icine dactnds oaseneneseaeee May 14th-15th 
Statler Hotel, New York 
General Management................... June 7th-8th 


Waldorf Astoria, New York 


Testing Institute to Meet 


The Industrial Personnel Testing Institute announces 


Spongex125R weight, bonded Texfoam. 


tity ordered. 


. net 30 days, F.O.B. Shelton. 
Executive 
Texfoam 225R Order from 


THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. ‘ 


Order assorted styles as desired 
—figure prices on total quan- 


Minimum order on one style is 
one dozen. Terms: 1% 10 days, 


78 


that fall schedules will be held October 30th through No- 
vember 3rd, and November 6th through 10th, at the La- 
Salle Hotel in Chicago. Presented by William James Giese, 
Ph.D & Associates, industrial psychologists, the Institute 
will be conducted by Joseph Tiffin, Ph.D. and C. H. 
Lawshe, Ph.D. 

Business and industrial organizations are invited to send 
selected personnel to the Institute, the tuition fee being 
$250 per registrant. 

Among the many topics covered will be measures of job 
success; the differences between people; mental and ability 
tests; aptitude and morale measurements, clerical and sten- 
ographic tests. 

Full information regarding enrollment may be obtained 
by writing Giese & Associates, 105 West Monroe St., 
Chicago. 
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STREAMLINED FOR | 
GREATER EFFICIENCY | 


Dri-Kwik's newly designed box with rolled edges 
and rounded corners is modern, smart-looking, with 
the kind of eye-appeal that stimulates sales. Now 
available for immediate delivery—Sizes ¢1—23/,," 


x 4'/," and $2—31/44" x 61/44". | 


ALSO 
Deluxe and Special Business Outfits @ Sign Makers 
and Chart Markers @ Fulton Stamp Pads and Ink 
® All Weather Wood Block Pads and Ink @ Achilles 
and lron Castor Racks @ All Types of Marking Inks 
(submit sample of material for faster service) ® New 
Style — Open Face — No. 40 Pica — 42 Premier 
Dates. 

Prompt Shipments Write for Catalog Today 


FULTON Marking Equipment Co. 


62 Fulton Street Elizabeth 1, N. J. 


EXCLUSIVE HANDLES 


EASIER HANDLING 


GRIPCAN 


STYLE G-150 (With casters) 
STYLE G-110 (Without casters) 
SIZES 


18x30 
18x36 


16x30 
16x36 


September, 1°50 


Save TiMe. 


ACE Stapling Equipment gives you 
the quick, modern way to fasten 
papers securely. Whether you want 
to staple, pin or tack, there’s an ACE 
Stapler to handle the job, and handle 
it better! Every ACE Machine and 
Staple is produced from the finest 
materials, with a degree of skill and 
watch-like precision which only 
twenty years of “know-how” can 
command. That’s why, with ACE, you 
can be sure of those smooth, efficient, 
reliable operating qualities which 
mean complete satisfaction to the user. 


ye. 
STANDARD 


Ask your stationer today about ACE 
Staplers and Staples, and the handy 
ACE Staple Remover. 


SOLD ONLY THROUGH DEALERS 


ACE STAPLE 
REMOVER 


onl 


: 
a | 
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MULTILITH and DAVIDSON 


* electroni c Now at no extra cost 
deep-etch plates §25° tines 


*Electronic Deep-Etch Plates give MORE 
impressions and FINER reproductions 


bl SEND FOR COMPLETE PRICE LIST OF NEGATIVE 
SERVICE, PLATES, AND SUPPLIES 
MICHAEL LITH COMPANY 
141 W. 45th. © NEW YORK 19 


Br i ee a mY ae Bau. ie oT a - a ca —— LE e -_" | ee 
a | 
| ss Stamp Pad FASTEN te THE MODERN WAY 
fae 7 Cee,” 
, Sas — ‘nae . .. Ss aceunee 
| Se cone = wee | 
{ 
oT" ag 
' ~~ ACE 
7 ? 
es 
ea on js \ [a - | 
a C&C oy 
ee art taghentadiiibasavida c Utne atusane exteneuial 
| 
’ Ae SALAM NL ARSE GE ci te eek neste Th rah cael. 
t | fae MEAN =a GY, ! lates 
_. <i >» — | for 
; Sed i [Emme F | duplicating 
h Berea ubber covered oe Re a bd = — A EAA 
Pes Oc  — Eee 
nces bumper bend = 4 | ~ 4 =" 3 — 
No. Casters tor ory ; | 
La- S : eusier moving Tt | 
mee, Pi aaitiono! sturdiness Pt 
"J : A in steel bottom | 
send ee 
: IS umeroussizes for | 
eing Ae con j : : 
t job a i poser | | 
lity | S { ts | 
eee Massau fiber-crait co. inc. | 
St., | 8 GLEN COVE, N. Y. | 
50 rs OFFICE MANAGEMENT AND EQUIPMENT 79 
¥ ‘2 > a ss i 4 : ree au 3 = 4 ; Bs : : . i f ” ay ) . oe me a 


Simplify and Reduce Your Office Work with 


Su J SPAULDING - MOSS 
GRAPH PAPERS 


SEMCO-Graph Papers 
Satisfy the demand for a 
high quality sheet for 
use by statisticians, stud- 
ents, engineers and busi- 
ness men. All types of 
rulings available. 

SEMCO-Graph Lineout 

Papers give you non- 
reproducible cross sec- 
tions of standard or spe- 
cial grids of great accur- 
acy. In pad form — 
available in bond or vel- 
lum. 
Sunes —Sngnewing Sketch Books 
are especially design to retain en- 
gineers’ notes and designs in semi- 
oo record form; pocket or 
etter size. 

SEMCO-Graph Cross Section and 
Quadrifie Papers are made with light 
blue lines on bond paper. Available 
, Sheets and an assortment of 


SECO. CRABH 


M055 Gitta 


in 
rulings. 
SEMCO-Translucent Analysis Pads 
reduce the cost and effort of office 
per work. Copies of orignals can 
made in quantity and quickly, 
thus eliminating errors and cutti 
costs. Available in standards an 
special rulings and in varying sizes. 
Write today for other 
descriptive folders 
and ices. 


Address—GRAPH DEPT. 


SPAULDING~MOSS CO. 
42 FRANKLIN STREET, BOSTON, MASS. 


BLACKBOARDS 
NEED NOT BE BLACK! 


MOST ARE NOW LITEGREEN 


For office bulletins, fac- 
tory orders, work prog- 
ress charts, sales talks, 
shop instruction dia- 
grams — cafeteria menus 
-—there’re dozen of uses 
in offices and factories 
for 


Beckley-Cardy Chalkboards 


in either standard black or the modern Litegreen. 
Beckley-Cardy Litegreen has won preference thru its at- 
tractiveness—its harmony with any color scheme. Per- 
fectly legible white chalk writing—easy, clean erasing. 


Available in sizes 17” x 21” to 48” x 144”, framed ready 
to hang, or mounted in standards for portability. 


Ask your stationery store or write 
for prices. Ask for trade list—CO. 


BECKLEY-CARDY COMPANY 


1632 S. Indiana Street Chicago 16, Ill. 
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CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Position W anted—Male 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
statistics. Married, 28, responsible. Re-locate. OM-85. 


SALES EXECUTIVE with outstanding record in sales, sales promotion 
and sales training secks position where 29 years of experience in the 
office equipment and home appliance field can be profitably utilized. Past 
earnings up to $12,000 annually. Willing to consider any good proposition 
in sales, management or training. References. OM-8v. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 
yee national accounts and with ability to train and direct salesmen. 


BUSINESS MANAGER, 45 to 50 years of age; for large health or- 
ganization; only qualified person with extensive experience in office man- 
agement, accounting, purchasing, personnel practice need apply. Business 
Administration degree preferred. Write fully stating education, qualifica- 
tions, experience; salary required. OM-83. 


Position W anted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 


way, New York, N. Y 


Employment Service 


BUSINESS ADM-.: For Profs. Advertising, Accounting, Mat., Mktg., 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Ageney, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
protected. rite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized versonal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


For Sale or To Buy 


FOR A Beautiful desk plate mounted on black walnut base send $2.95 
and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
guaranteed. 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 

furnish all special features and rebuild the machines you order to your 

direct specifications. hi dit ay guaranteed. Inquiries 

capet We are also buyers of all makes of office acc ting h 
M-62. 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup- 
plies. Wholesale, export. Checkwriters, adding h calculat 
Check Writer Co., Inc., 536 Broadway, New York, N. Y. 


CALCULATORS—Monroe, Friden, Marchant. Greatly reduced prices. 
A-1 condition, 1 year guarantee. Monroe Electrics from $69.50. rite 
for our free decimal equivalent charts. AAA Adding Machine, 438 West 
38 St., New York 18, N. Y. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature, Z. H. 
POLACHEK, 1234 Broadway, New York City. 
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(From page 76) 


Since exhibit space is limited to approximately 75 exhibi- 

tors, the Association plans to follow its policy of past 

j years—space will be offered first to those companies that 

. i exhibited last year; any space not contracted for by a 

t specified deadline (date to be announced later) will be 

} offered to a limited number of selected companies who 

have made outstanding contributions to the office equip- 
ment field. 


J. J. Solon is chairman of the equipment display, and 

— the Association’s headquarters are at 105 West Madison 
St., Chicago, from which full information can be obtained. 

Z i A special nine-man national defense committee to con-- 
sider accounting problems arising from the present emer- 

. gency was created recently by the American Institute of 


We make them all 


a 


Bs rear ones 


! Accountants. AVAILABLE IN EVERY BUSINESS 
: 
¥ Named to the committee were George D. Bailey, De- COMMUNITY THROUGHOUT THE WORLD 
“ troit; N. Loyall McLaren, San Francisco; and William M. 
ne Black, Paul Grady, Harry E. Howeil, Leslie Mills, Maurice 
“4 E. Peloubet, and Andrew Stewart, all of New York. Insti- yY G id T b 
" tute president, J. Harold Stewardt, Boston will be chair- Are our ul e a S 
iam BROKEN? 
_ The group will study such problems as war contract pro- 
cedures, cost definitions, tax policies, the effective use of Unbreakable 

i accounting personnel, and will submit its recommendations Spring Jaws 
= to the appropriate government agencies. clamp them firm- 
~ ee ; . ly to cards but 

The Systems & Procedures Association of America will permit removal or 
_ i hold its third annual national systems meeting at the Hotel rearrangement. | 
4 New Yorker, New York, October 19th-20th, the theme Large openings covered by transparent 
“4 being “Coordinating Systems Work With Management ee blue, green, yellow, 
a Planning.” sertable labels in perforated strips for typing. | 

The program will emphasize the following: integrating Soid by lenlens cholienoms it ona ates. pyre 7 
7 the systems organization; survey and analysis—backbone paid to responsible firms on 30 days’ trial. Price list free. 

of systems work; standardization for better management, Samples (5 or less) 2 cents each. 

= } and application of systems work to management. 102,325 used by Sears, Roebuck & Co. 
. For information contact Gibbs Myers, Federal Telephone CHAS. C. SMITH, Mgr. Box 800, EXETER, NEBR. 
& Radio Corp., 100 Kingsland Rd., Clifton, N. J. ———————— 


The annual area conference of the nine New England 
a chapters of the National Office Management Association 


will be held October 6th-7th at the Hotel Statler, Boston, A Snappy Salesman 


and will be open to non-members. Program and registra- 


: , ~ ¥ ik 
= tion information may be obtained from Lyman J. Cole, » Mg = ng Yee dofied peas Ae 
ih Boston Woven Hose & Rubber Co., P. O. Box 1071, | the high hat and the walrus mustache, 
. Boston. but he still depends upon his 
— | Speakers will be the international president of NOMA, | e 
~ W. Miller Bennett; M. Gertrude Roughsedge; Norman | Beach Ss 
put Bellenoit, and Harold G. Dunlap. Erwin D. Canham, of | " " 
>. the Christian Science Monitor will be the featured speaker | Common Sense 
ae at the dinner on October 6th. Expense Book 
Me The impact of the Korean war on the American econ- to give him a quick, accurate record of 
cts | omy, especially in terms of business controls, procurement, his traveling expenses. 
ns, taxes and inflation, will be weighed at the 19th annual 
meeting of the Controllers Institute of America, to be held Beach Publishing Co. 
at the Edgewater Beach Hotel, Chicago, September 17th- e 
i 20th. Controllers or other chief financial officers of more | 7338 Woodward Ave., Detroit 2 
a than 700 leading corporations throughout the country are —_—_— : = 
95 expected to attend. The Chicago Control, local chapter of re) 
ion the Institute, will serve as host to the gathering, with oe ANS — 
aes Charles Z. Meyer in charge of the event. James L. Peirce, = 
We A. B. Dick Co., Chicago, is vice-chairman. POSTAL SCALE 5 
oad Twelve industry conferences for controllers from such —the most complete line 
es particular lines of business as insurance, utilities, machin- on the market today 
= ery manufacturing, banking, and others, will be held in 
up connection with the meeting. Four models—capacities 2 Ibs. to 50 Ibs. 
ee. An exhibit of business machines, office equipment, and Model 1546— Computes postage for air 
— allied materials will accompany the Institute. Donald L. mail, first class and merchandise by zones. 
es. Schroder, Victor Aldding Machine Co., is chairman of the Capacity 2 Ibs. by 1 ounce. meveL 
a4 committee in charge of the displays. Model 1530— Parcel Post scale, capacity 1530 
The imposing list of speakers will include Jackson Mar- 25 Ibs. mt aa postage for 
tindell, president, American Institute of Management; John merchandise up to ai 
— K. Langum, vice-president, Federal Reserve Bank of Chi- SEE YOUR STATIONER 
= cago, and Dr. W aioe J. Graham, the School of Business, HANSON SCALE COMPANY Er. 1888 
University of Chicago. Chi 
or ' . cago 22, Il. 
H. The CIA has headquarters at 1 East 42nd St., New York. 
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SALES OFFICES IN 


Do you pay your Mr.X” | 
510.000 a year 


We don’t know his exact name, so we call him 
your “Mr. X.” He is one of your company execu- 
tives who is authorized to sign checks. 

Do you pay this man $10,000 or more a year 
just to put his signature on checks? “Of course 
not!” you say indignantly. But have you ever 
thought of the valuable time he spends on this 
signing job—a task for a machine instead of a 
brain! 

Free your executives with the Todd Protecto- 
graph Check Signer, the machine that takes over 
the tedious chore of check signing and enables 
your key men to spend full time on their real, 
primary jobs. With this Todd Check Signer, 
checks are signed at a 50-per-minute clip...two 
locks plus numbering meter assure positive con- 
trol over check issuance...inswrance protects your 
company against loss from the counterfeiting of 
your Todd Check Signer signature—no crook has 
ever successfully counterfeited a Todd Check 

omen Signer signature! 

Find out more 
about this Todd Pro- 
tectograph Check 
Signer without cost or 
obligation. The cou- 

i pon below will bring 
Principat cities you full information. 


COMPANY, INC. 
Todd & “ 


ROCHESTER 


DISTRIBUTORS THROUGHOUT THE WORLD Mail it now. 
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THE TODD COMPANY, Inc., Dept. OM 
Rochester 3, N.Y. 

Please let us have further information about the 
Todd Protectograph Check Signer. 

Firm___ na ace eS 


Address_ 


City State 
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